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- IMPLICATIONS OF ON-THE-JOB EXPERIENCE FOR THE 
CURRICULUM FOR LIBRARY TECHNICAL ASSLS ANTS 
A'T PASADENA CLTY COLLEGE ; 


Sylvia N. Green 
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Faculty members at Pasadena City College in the Library Technology 

Program have found that many of their students are frustrated and an- 

noyed at having to study units of instruction that repeat what they have 
nlready seBrnee, on the job. The purposes of ehe Seney were to determine, 
the extent to which Library Technical Assistant students ate Pusnddns ey 
College bring previously learned sttis from on-the- ae experience into | 
the classroom and, to ascertain whether the curriculum can be, modified to 
minimize the repetition of earlier experiences.. 


Further, the study sought to identify which continuing education. 


expentences : are needed by Permet Seudents who: work in libraries in the 


e 


vicinity of Pasadena city Collége,. and to deternrine what modifications 


‘will be necessary to provide continuing education opportunities to them. 
Data were gathered by questionnaires and/or checklists adminis- 


tered to students currently enrolled. at. adena City College, to former 


students, to librarians and personnel directors in. neighboring libraries) 


“and to students.currently enrolled at four other community ¢ olleges in 
the, San a Valley and vicinity. ¢ 
The results of the study showed, ‘first. of all; that ee eee o 


1 


» pattern of instruction does require many students. te repeat in the class- 


"room the learning of skills they have already mastered on die Ghz, 
po, a 7 : * we eS notes ee eee 
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‘Twenty te 50 percent of the ¢ current students with previous experience, 


“4 
in their opinion, need no further eee tating for 58 (68 eeenay) of 92 


duties. . Only 32 (34.8 ceca) of the 92 ‘duties’ on the checklist were 
Zé 4 


marked as ones for which ea ReEseRe. or more of the students needed 


training. 
Secondly, jt was found that, if individual units of instruction 


were offered: in a different pattern, such repetitious learning could be 
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reduced. A modular approach was suggested. ror 


To mect the continuing education, needs of currently employed 
' 7 ‘ ss Z 


former students,. it was concluded that at least three appearence are | \ 
£ 


4 
necessary. They ‘are (1) offering“ sone individuals whole courses, (2) 


providing individval units wifhin existing courses for others and G3). 


y : 4 
introducing into the curriculum other skills that are not covered at all “tg 


by eeiering courses. These skills are largely "write~ins" at the end of 


* 


the checklists - = 
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Finally, employers , and employees identified, other duties neces- 
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SREY for satisfactory: performance that must therefore ‘be Jretieed in the 
. Pp, . s 


2 


curriculum. Fokey= “eaght of the duties were marked by, 50 percent ax more 
. me - 
of the employers as necessary’ for sa lePactory performance.; Only 30 *% 


“@ : ; . ? : oe . 
< were so marked by 50 percent or more of the employees. Twenty-seven 
(2973, percent) were marked by both groups. 


Based on ‘the findings and conclusions of the study, it was recom 
mended that the curriculum be redesigned so that students with on-the- - ' 


job expersence can. acqu uire individual meee yertole, navdog coger com-- | 


6 * 


plete courses | that teach skills they: have already acquireds, “and, that the oF 


. curriculum be so revised ag to incorporate the skills not now: included» 


- and that employers and employees indicated -2te: necessary for satisfactory’ 
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: performance, Eleven such skills were identified by 50 ‘a or. more” 
i . @ . 


. jof the enployers and/or employees. 


It was further recommended that course work. in the Library 
/ Technical Assistant program be redesigned into modules ‘to allow students 


. 


P : a 
‘to work independently of one another. ft was felt this approach would 


help to-reduce repetitious learning for Library Technical {asistant 


= 2 


students with before-entry experience and for, former student éemplovees 


who need course work for upgrading and updating their skills. In other 


aor 


words, this approach would provide opportunity for continuing educat fon.s~. 


‘ ® ‘ F F 
/ The modular approach would enable the student to participate in ‘the 
F 


, . oe : : . 
poanpane, process in such a way as to enhance that commitinent to the. task 


e 
" ‘ 


“ane permit full control over the rate of study. It would also enable 


- the student already font liar to fii to lessen failure by mastering ‘each 


“module completely satus proceeding to the next, and. to develop. a sense 
. ne rae : fs 
of Eee ponasbtatty, 18 his own learning. Under this recommendation, each 


ci 
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gourse will ‘be ver up. of a number of nodubee:, Students will ae Sequarr 
hy Vi 


ed to ts ke some or al] of the modules. The student with prior experience 
” - 7 Laer ee a “ = 
who -satisfactérity passes a ‘diagnostic test may be given the option of 


fot taking a given module. The modules themselves will vary in length ° 


and complexity. Modules in which basic sina ‘are learned will, be pre- 
requisites. to modules that cover advanced skills. 7 


The modular approach was’ also recommended for continuing educa- 
oe a oe ee ee 
tion. Modules can be offered on a non-credit basis with a given number 


i] : st ; J ta 


P: A 4 a x“ : a . 7 - 4 q ry / 
of modules being equivalent to a course. Modules then can be taken in 


-any. order except. that basic modules, prerequisites tb, advanced ‘modules, 
would have to be ¢ completed ‘first: ‘ , 


Finally, it was. recommended tha Le the Library Technology Program. 


cae = 


7 at Pasadena’ City College. be brought into compliance with. the American > , wie 


Library Association's Statement of Policy on contanuing education in 


ts "Criteria for Prograhs to Prepare Library Technical Assistants. 


a 


The Program Director should, fgr example periodically check with -employ- 


‘ers about the specific dutiés performed by support personnel afd about 


‘These recommendations have been*forwarded to appropriate admin- 


a , 
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istrators at Pasadena City College for consideration as the first step 
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in implementation. Full implementation will depend upon faculty member 
. . ae x : me . 
having adequate time’ for further cuyriculum development. 
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county and school. systems. for clerical workers" (padduck, 1938) 


"profession ‘for ighoring the er of the subprofessional Leve? os 


Chapter 1 


AND STATEMENT OF THE PROBLEM _ 
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Introduction 


Historically, anyone seeking li ibrary work “at a ‘clerical or sub- 


pro rofes sional level could receive: training only after having obtained a. 


Librazy"“position. ‘The problem of appropriate training was recognized: 


and distussed as early | as 1892 (Bock, °1968)._ one: of the earliest 


8 


‘training efforts began. at’ Los Angeles city: college in 1937. At ae 


i ‘y 


time, the college established a Aibrary, clerical: training ial »Ae- 


Pe ‘* 


. 2 


wv 


“cording to one account, the program was a response. "to the neace of city, i 


In. 1948, Errett. Hepiarnid presented a paper that ‘criticized thie ee 


[ 


- a 


training and for being concerned chiy with ithe professional level 
(McDiarmid, 1949). His criticism ‘seemed to stimulate a number of col 


aegas to introduce’ programs, for training subprofessionals during the 


late 1940s and the 1950s. As ‘libraries’ ‘beccme more complicated, the 


need for ‘more and better subprofessional trai ning became evident. 


FA 1a 
¢ 


‘Palomar Junior College, Citrus college, and Los engetes, ‘mrade ‘Technical 


College were among the first to offer such. training ar sai 1973). 


e \ . 
additional training. programs.’ In 1968, the American Library Association 


reversed its earlier opposition ¢ to Library ‘eachane en training programs 


in the community collegés and supported ‘the training of subprofessionals. 


% * : 
* : . ¥ 
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La 


met 


oe assistant” programs in ‘the State, and the — edition of 


enter the program at ‘PCC fave e3 tensive prior experience.. The* ‘present a 


percent had three or more years of experience. 


“(American Library Association, 1968). Guidelines for library technical . 
assistant preparation were approved « a year ‘later by the ‘Association’ a 


7 (American Library “Association, 1969). _ i 
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Si ince "their rough beginnings, library technical assistant pro- 


grams: have grown significantly. ae 1973- 7h édition of Occu at ional 


eo. 


Programs in California Public Gommintey colleges shows for y library 


Z 


* ‘Ameriéan. Junior’ coll exes, lists. over one. churidred Programs. ee the nation 


ae The Library Technical assistant program at Pasadena. City Col~ 


*o 


lege (P6C) began ‘in 1963. t has: been found that many ° students who = 


» @ s 


rs curriculum: ‘is, ihevefore, not always’ advanced enough to challenge them. 


“3 


“Tables : 37 and 38 in Appendix G. ghow the: present Library Technology 
. ft ety 


curriculum at “pce. Waivers are communes given . to sradents for. various 


classes that are too elementary for them, ‘put this does ak adequately, 


j deal wath, the problem, Because a ‘number of Siyeaetee send employees to. 


the’ college: for. upgrading of. skills mn preparation for advancement, aes 


may be more effective to"offer a more advanced curriculum or to modify 


° 


; the existing one... Students would. then not be required - to take courses. 


that repeat their’ ‘on= the-job experiences, — 


A survey of 60 .students in the fall. semester 1975" at, PCC showed 


6 
F ea 


chat 58 percent of them had had previous work experierice in ‘ibraries. | 


. Thirty percent of the 58 had up toa yank of previous experience; ‘15. 5 


percent had 12 to 23 months 15.5 percent ‘had 24 éa 35 months} and 39 
Sf. 


The survey also ‘showed - that students: ‘had already had experience 


“Ut 


-- din 30. out of 92 duties that are normally included in the basic’ library 7 
technical assistant courses: It would. seem. that continuing Seer 


“is a mportant Jae peee ‘of such a prosran. A national eUPvey published ; 
g 7 


in Co ontinuing 5 Library and Information Science Edu uca tion (1974) showed 


ra 
that continuing education’ was ranked very y high by 90 percent of the ° 


, resporidents. Another survey “Listed ‘various ‘dutie needed for review. 


nae publication Was a proposal for — a national network eee con- 


2 Fe 3 


clr ‘educwetion “for libtary personnel. Tt’ seemed ‘clear to pertici- 


pants in ‘the survey that ‘continuing, ‘education ‘ts: definitely needed. + 


"Grainger! s unpublished study (1970) of the library technology 


é 


cal agsistants uged very ey ok. the skills they have: deen tratned: for in 


e 


assistants in Louisiana (1972) - found that assistants: used different * 


skills in different “Libraries. It stands to’ reason that - they wiil have - 


to review their unused skills ‘to progress on the job or to. > change Jobs 


® 


_where other ‘duties are required, - “3 


Since: no training. is ieaded in. ‘hoas skills, that are 2 currently 


ohing ‘used, tt would be advantageous to form the. most needed skills or 


duties into modylar units so that an enployee coming back to college. 


of modular units, thus. forming his own course ot courses. This would 
be far more beneficial to the continuing student than having to sit 


through a course that included duties he routinely performs or has pre-. 


vaequsly: covered in preparatory courses. _ Both Grainger and Lukenbill 


7; 


‘fou nd’ differences in | duties.. _and tasks needed by Library technical ass, 


sistants. It seems that their duties depend on different factors 


! 


prograns in California junior colleges Seated that most library techni- - 


‘their community college courses. Lwukenbi1! s study of library technical , 


™ 


7 for’ contiguing aa icagion ‘could select: the necessary duties from an array 


af 


existing in particular Libraries, such as staffing, type of Tee : 


and budget. Thus, to fulfill the ‘ettieuler needs of ersloyees in Pasa- 


dena and the vicinity, a mo daviice type of format is thought best for of- 


fering: the continuing students the training that they, particularly need , 


reducing. vedundavey of instruction, A pre-* 


- while, -at the same time, r 
. liminary analysis of job’ descriptions from-a telephone survey to neigh~ — 


boring libraries showed that ‘vatious, lengths -of formal training are re- 


ce quired for entry and advancement. oF Se cs 7 \ 


eee te ‘The intended. outcomes of. this study are the eee i e. 
re mje Bn 
\s tant 


YT. determination of the skills ines Technical Assi 


teeudents have ecquined before entering the: program) and 


- how. ‘much training is needed, 
/ 


2. jcrevntnaeion of the skills former students feel are aecdea: 


4 
de aa “ & y 
oS se -. 4 for satisfactory performance in their present Jobs, an Perce 


* 2 . . 
: ee 4 


the learning experiences that would be helpful ‘for their 
“continued ‘education or advancenent. | . 


determination of the ‘skills employers feel are aeatea by: 


w 


eee, tie < _ subprofessionals for satisfactory performance on the job. 


ee yam ee ‘and of those necessary for navancensuts 


Stateme t_of Major Issues * —_ 


ate ian sored 


/ The. existing curriculum at POC requires students with previous 
co 4 experience : te go through the same educational expeciences as those: who 
“hade had no aA experience whatsoever. This study hag determined 

‘the magnitude of the problem and the need for a ‘change in the educational 


It found. that their own. work. experience was equivalent to many’. 


af 


Progra 


of the learning experiences provided an ‘the. instructional program. 
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Major issties congidered in. the study. have been. the ‘followings © ny oe 


(1) Should units of instruction ‘ba offered in’ ‘a pattern ‘that differs . 


ee the present? @ should the currdeuiuin be'-so designed that stuc 
dente will” be~exposed only | to’ new _experiencés--not unnecessarily re- 
, peating, skills that have been Ueneted on the job? - (3) Should the cur- 
aie be Sauieeae (4) How Pes ‘Le-be_packaged “to minimize fedunax 
sdey oie (5) What courge‘work should be provided to meet . 
the continuing education needs of those who. have ‘ene the-job experience? = 4 
- 7 a 
‘Delimitations af the. Study : e - ee an ee = Cs aft _ = 
1. This study did not ‘determine the zevel of proficiency at “which, ae ie 
current students poctorn on-the-job “duties that correspond to - . a 
| etadacoon instruction, Their own evaluativns of whether or. “not _* . 
they needed training were accepted: -, * ee & eqs’. an 
‘0, ‘No effort was made to correlate on-the-job training with classroom 
instruction in the community colleges. - oe : -_ oe ele 
3. This study did not consider the needa" of clerical: and subprofes- 7 gate 
“Seiad eamlevens who nad notvbeen Library technical assistant ha eee 
students. It included ones beat seudients and former: students a - 
who had. completed all of eee requires, courses | and were currently , : 
‘9 employed. 7 
: 4. ‘This study was limited to five ‘community colleges whose library 7 
‘technical assistant. programs: were part of an organized éurriculum - 
* and wie were | close to ros 7 2 
‘ . rae 
5. The weuay was ‘restricted ‘to employers: (Head Librarians) in the area 
served by PCC. * = - ee 
cz ‘Responses from current students were included only if the students. °° /. 


y 
i 


; aes 
‘ 


= salaried Library. working experience before entry into a com- 
: munity college’ program. 


who were present in class at the time. 


‘7.° The questionnaire for current students was given only to students |” 


‘ae. ] 8. The checklist of duties was limited to 92° ‘Library tasks selected. 


. from the American TAbrary Association' 8 Descriptiv ve: List ‘of Pro- 
S 2 fessional and Nonprofessional Du ties in Libraries and from die 
s Cirmcello r's office alee tea ite tee Library Techical Assis~ 


+ tant Pro} ram. 


8. 


The checklist. omitted duties normally reserved: to 


ig ee ‘Son _professional: librarians. 
a , : rE 
"- Hinteations! of the Study 
i. ‘The findings of the questionnaires. may be biased because the res- es 
o he, : 
. ponses do not represenit-100 | pereent of the population surveyed. 
bi : ; ee - 7 
haba The Eespenses to the checklist were ee anedon the respondents' 
7 Pee ok 
mEMOEy of experiences before entering a Library, cochnlgal-aseistant , 
Sue ; a ; P ge 
pyeee ates dy : ee 
3. The names of former students of library technical assistant pro- 
ws ; : = eae ee oy ‘ oo ae t ‘ 
gras were available from only four of the five ‘institutions. - 
a ane 
4. i many ge the former sttident respéndents \ were no “currently. em- *e 
‘ployed, “thea responses were not “usable. ea 
Definition of Terms a 
ee Ms é + ; > “ ' 
oh oe To preclude misunderstanding in reporting ‘this an the fol= 
7 . bs 
Ht ie qi ie 
sphae = 
“ Continuing education refers to the formal - 
4 


SO course work by “which the individual upgrades his: professional competence. 


Ms It’ is Leatning that advances the individual from previously established 


, * afi hs 


yee. o 


‘bases. ~ 


Current Studen ts:. Those enrolled in the Hajt Semester of 


/ 1975-76. 


Buty? ‘Includes: a “large segment af the work perforhed by an 


“individual and. ‘may ane HCE any “number of Cet or is’ a distinct, Aden 


tifiable. work activity, that constitutes _one of the logical and neces 
- gary steps in-the performance of a job or. task. 


Employees: People who were formerly enrolled in one ae the 


community college Library technology programs ead: are now aeebing it 
libraries.” a oe a ge ree oe 
oe : 


Former Students: ‘Those who, at the time of this study, had 


* 


‘completed SOME but not “necessarily ali, of the: courses offered, and 


. 


, wart no ‘longer enrolled tn Aibrary courses’ Former: ‘atudents whose” 


queatioynsites. “show” that’ they are currently enployed tn Libraries/are.” 


% 


i. referred to as employees: Can te : ug 8. es 7 
Library clerk: ‘one - “who has the ‘equivalent of at. least a 1 high 
‘school education and: hag. of fice. skills: ‘such, as typing, filing, shoré- 


hand), etc., and probably fies” aaly on-the-job training in Library ser~ 


vice. 


whose duties require pipe tedue: ahd: kilts based on at: ledst two college” 


ee a . . 2 oe et 
years. sof general education: ‘that andlédes library, instruction above: stu-, ” 
Pi ot ; : 7 44 ‘i 


— 


NS 
dent use ‘ng clerical work ‘levels. 
“ Library Fechnical Assistant Program: This term applies to the: 


organized curriculua\that: prepares for ‘subprofessional. aabesty careers. a 


Module: A gelf-tentained and independent unit of Instruction 


with. a feu well-def ined objechives« 


Lib brary Technical Assistants: ‘A semiprofessional library worker, ee 


:in ‘th 


Ps sy 


udent employed part-time 
perform nontechnical or non- 


sistant: "A st 


or_school *eo° 
the professional staff, a 


Student _As 


ision of. 


e 


usually on-an hourly basis 
. an Hey 


o 
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* . 
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ia 2h Se Ra mee Ck mL gts Chapter 2. 
7, ~, he. & * ee Oe ae ° ie ne : 7 2. a. . 
oe ae: 0 REVIEW OF THE ‘LITERATURE 


See Sere ee oe oe 
“Although there is no literature directly related, to, this rudy, 


there are several. iteins that! touch on various. phases and others. Pror, ee 


ee xe SE wided “baekyround catartal, a 8 ote ees 


a 


"Labrary/Media Technical: Assistants in Louisiana: yer Analysis a 


Be ai 


of. Needs, Rroblenis and Prospects’ for Future ‘Development ," a , dissertation 


~~! 


‘by Willis Bernard Lukenbill (1972), was. a aregt ‘help to this study! 


* ; 
” Sop 


ete FS ; é 
Hs 


* this resdarcher insight “into, the, problens of. ‘another state. “Lukenbsi1" 


e 


e- . 
o ' . “ 


oe tae ing: in the. general competencies associated: with’ Library workers: Work | 


’ 


zation was ‘needed. , 


ae Grainger (1970), in his study "Library ‘Technology Programs. an 


tae gS 
sie. a be is tics of students and ‘ daeulty members of library. ache programs 
, in 23 california’ ‘gunior colleges, the appfopriatenc a8 of the training, 


N -« 


“the: accteode of the profegsion toward these programs, \ the appropriateness 


ps as 


of jobs: obtained, and. the the degree of success » of candidate’ One of his 


+ 


‘conclusions “was tint. the dut ies in, the warious classifications were not 


“clearly defined, ‘and that the , classi fications varied Pon one ‘library to. 
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gave, a ‘breakdown: of the. duties in serie various classifications and gave 


° i “ee * Not: ‘only dia, this dissertation outline ‘the history of ‘Library. ‘technician: oe 


ptograms “but. ae also out Lined the. particular problems in Louistans. | It |: 


evar oe es “cone¢luded- chat. ‘the_subprofessional in: ‘Louisiana needed. more formal train Pit 


ao standards between various: types ‘of ‘Libraries varied and more standardi- os 


alifo ia Junior colle ege 2S: An Appraisal, ” looked into the. character 


et 
Pear ae Re _ _ o og Saks . oF st Pe ; — i oh . P TE ce 


another. Grainger: also Sigeyed. both the ‘subprofessionals’ and the - 
¢ ~ : 


\ 


ie 7 &. 2 
“néad Librarians. on the du ti ies: s performed by. —— Sd 


=| Bloon (1975), Ste undying, the Library: ‘techn ve assistant prograns 


= - : an ' 


in Illinois, conclude d that it more formal’ training p tog rams for. Library, 


\ 


that. “the: Anferican Msbrary | Association’ 


= ‘ "technical assistants were needed, 


. standards should be note closely adhered toy “that an “mo re distinct de-" 


a ‘lineation ‘of job duties was. needed, ‘and that “Library. administrators— So ae 


.8 "=; 


_ should have avbetter understanding of the aabeary: rechnical assistant Su. See 


“duties, and their’ more, formal training: : ae .° 
“The I1linois ‘State Board of a Education and. { Réhabitite 


~ woe uve 
: wo co 


‘tion Guide’ ee Library Technical Assistant prograins represented ny of way 


i cae “the materials zeviewed. Though this particular guide did not. subsrantte 


ae oe ‘ally aad to, the study’, it: did’ ‘ive. some background material. for currici= 
oe se Lum planning, course . structure and, continuing eayeation: “aes ae aa 
‘Anderson’ 's 5 stndy 4973), of, governnent “Mibrariés tn the Washing > 


-ton D. Cc. area surveyed the various Libraries on. stat composition, 


. : « 
Pues by curriculum models. Re concluded that. tore: ‘education was | 


~.: 


“needed, “since ovet half of the employees. were “often weak in the duties’ feet 
of Librarianship. ? — ee acm S ee. Ss 


are ’ Ty 
a : 


“The module approach | ‘to “asbrary technology as presented by”. ia 


ae — ae Christine’ (1973) was “used to “gain some ideas’ about this design. for. teach 


he ee oF ane. The Arizona State University una: courses ‘and the, course ees 


oe |" descriptions were quite helpful. Each“was prec eded’ by ¢ an objective. for fae 


* es he course and included the textbo fe an nid 1 materials used, | 


ee 2 ; 7 ; es : 3 ib os : 
HR oo “Schubert's report, 1973). on: a ‘Nea Mexico program of. correspon= 


Be eS, 


-dehce study presented an 1 interesting and ‘successful goncept This was 


el 
P : : * ‘80 


another: example of how. a ‘solution toa | particular problem ¢ can be found. = 


; i gt” a 
Whe a | ie = ° Preis ee £ gh 
s - . , 2 : Le i : 3%, 


a “oy eriped ong: por ee’ various “levels and” analyzes tHe inanpower. by ‘the a 
foo “factors that bear on libraty seivic ces, The Joe descriptions were most 

4 g , dea : * ae : oe 
a Ae to, the rese earcher in this: study.” oe i ae 


"Library, ‘Technology in. California Junior” Golteges" (1968) isa .3 Cr 
- ae 


oa ms a collection of. "Papers presented § at a conference ‘on the training of. fib- oe — 


os S4 rary. technical assistants. THe topics. ranged: from job ‘oppgrtunity,, ‘the . 


Purbeion, of ‘the Vitdary ‘technical assistants in variousiigypes of Lib- ae, 
“aries, oe fonding for prograns--training programs. ‘and future programe un 
oo e- The bok was’ a value. to: this® study . dn that, at ‘gave some e backgrgund a 

: material and, pineral information for the, researcher. a . | 


one 
. 


eee a “The report an continuing Library and information Sctence Eduga- 


woe ? hak : 
ton, edited by: stone (1974) , was valuable. for. its mention of, continuing, 
“education for rere ‘personnel. The various methods of effective. in- a 
: \ 
a . of 


struct ion ‘were most helptyt in curriculum formation. 


Technital’ Assistant. Pro ram by. the California’ “Com ct eae 


The Library 
mianity Colleges, chancettor' office (1970) gives guidelines for: devel— ee. 


oping a Library technical, assistant programs it ds hoped’ ‘that. this, ne ae 


2 


: wild help bring uniformity, ‘to the programs: in the comminity co olle eges 


. 


‘The book is’ divided’ into six. parts. “The ‘first is. a summary of cones 


“showing the need for the seniprofessional technician; the second is the | 
_ oe 


brary technical assistant: curriculum “+ecommended by an advisory com- 
e ® Yo 
mittee; the third ds a survey of ‘etiployment oppoftunieses and an Fo ee 


‘ -_ . sis of levels within the professions the’ fourth ‘ks recommendations for ‘ 
eirriculum development; the fifth is ‘the : coordination of cha’ library 
ty =s \ 
, technical, assistant’ program, and the sixth is suggested ‘egurse, contents 
\ ae : 4 . ee : — = : Af : : 
i . , & os 


fi a eg i) a oF : : cof : 9 5 7 a ‘ ay 
: ; > : i : 6 
gob. aoe . : : 7’ Sa en 2 - cen 22 3% - > ; oy 
5, 4 ; a ee Ceara | er me 
f 


2 ~ op 
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a “og 7 “ : : cae é a | * a < % Aaa ‘ , "= 7 = aA 


ey. 7 Sse 
oe was used. for its background | material d curriculum 14 eas. . 


5 


Job Deseription ‘and. Gertification ‘for’ Library Techniéal Assis~ | 


Py ta Rhee ots ae : 7 


eo by, the ieee on Library Technology 970). The value. ri 


a 


‘of. this report was to give the various “job deséript a tions of Library. “tech 
oy a = oa : 
nictains gused : ain the different™ ‘libraries’ in the state of Illinois: and the | 


oa eas . certification of Library Technical Assistants. The. report was ‘helpful 


. 


é 


Peps ce A the review. of classificat ton and | job désexiptions. i De ee ? we 


2 + * Fe 7 ' . . a 
‘is an excellent. handbook for. the, tibrary_ technical assistant’ Program. , rn 


“Tt presents a. “broad basis - for ariy brary téchrideal’ assistant program, 


} 


: From both the instructor s ane” the*student s oo of view. , The. manual « a 
of 


ed 3 oo gives an overview of the ‘Uitety: ‘The. purpose of Iibraries, history, 


, : woe, “types” ‘an duties of personnel are included du‘ ‘the first section. The” : 


oy, 


ro ‘ other seqrions ‘deal with. the duties in BS Library. Though’ broad: in 


te the nature of its information it. does’ ‘sive ‘the iristyuetor a good | ine Sates 


t 


sO 2 foundation on ‘which to build a durpteulum: ‘and “it” gives: ‘the student, a base: a 


pan i o¢ . r rn e a . pia - 
fg Ee understanding of the’ duties ana rgpponsibilities ‘of: thie ‘paraprofessional 


os > se rs curriculum: for the Library, technical’ assistant program is” ‘dis~ * i 


“ ae * 
ae r 


a 7 “6 ussed thoroughly, in Libr. Technical Assistant developed by tile Us Bi cae 


ia A 4 


rar 


Off fice’ of Education: vand “the University of Toledo. This manual outlines. 


a complete library technical agsibtant curriculum.’ Not only .are the = 
‘technical courses s suagested, t _but also ‘the general. education, courses.’ 


‘The cou rses are broken down into the skills needed in’ library ‘technology. 


“One seth he unique’ features of “this book.ds the’ suggested floor plans 


He nd 


for the scree that. can be. included “Gn ‘the: ‘library. techni~ 


' eal assistant instructional program, A large bibliography of technical 
rn aS re ee, nes mo _ . 


ae oe | —. 


13. 


books, technical journals afd periodicals, and general books is’ .nost 


helpful te the Instructor. 
; ® 


In-1975, the U. S. Bureau of Labor Statistics produced a’ bul- 


letin, Library Manpower: A Study of Demand and Supply, analyzing the 
ae factors which laPiuenoe Vierarymaucowee needs and projections of the 
ae demand for library personnel. It included information on the present 
. and future job outlook for library technical assistants ageioneadae: 
The findings were dourtoids “ie number ee ad demand for library tech- 


4 ° - nical assistants in-the job market is increasing at a higher rate than 


a 


for: librarians. Howevér, some arobitens in the training of library tech- 


by _ . 


nical assistants were noted in‘the study and. seened, to center around the. 
Me ey : ; as ' a P 
: _'s $ace that there is no clear-cut definition of the\occupation in Here 


“of skill ‘content, therefore no uni form, curriculum can be. BevenePee for 


s 


"use in ‘training library technical assistants pachonwides ‘The edeule of 


ae 1 
i * 


: me this ‘ack of omou instruction in, the placing of ‘Library technical 


ce ~ 7 assistants is that employers consider on~the=job> training, for most, an 


absolutely vital element in the occupational entry précess (with ' formal | 


t * 


era aene of. secondary IMAGE G's However, expenesen oF local programs as 


a 


supplementary. training for library: technical . assistants already einployed 
7 _ is highly. recommended. ho ; oe = eC : 


“Alice Wright's book, pibesey_Cleticed Workers and Pages (1973), is. 


designed for use By small and mediun-s ized libraries ‘to: aid in the selec- 


: : ‘ 7 ae : 2 a my 
tion, training, and supers Ot of. clerical. a sistants and pages. It | 
: lists basic, step-by-step suggestions regarding procedures “one followed a. 
. we . \ _.# 
_ and théresults to be expected in. employment situations. “While not of° 


divecercoaadcucaeuse this researcher’ s study, the manual ‘did rovide. 
q Y. 2 P 


a 


some valu lable guidelines in in defining the - role. of the library ‘technical 


‘as sistant, . 


© 
wt 
Cot rn 


le seer rg Oe ee 
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ayn interesting evalua tion of the library technical assistant 
position in the subprofessional field today was published in 1975 by 


Pratt Institute in Rraokiyn; New York. ‘Looking at the field from an 


historical point of view and tracing its value and controversial nature 


ey 


to the present, Rhoda Garoogian's The Library Technical Assistant isolated 


four factors for study: the present status of formal training programs; 


the present and potential job market; the dutics which library technical 


qssistants perform; and the attitude of the professional librarian. It 


as found that librarians strongly prefer having employees who hold.a 
A 
two-year ass sociate degree with special library training. An emphasis by 


the pateniaes Library technical assistant on business and communication. 


courses is also,of prest value in the employers' eyes. Regard NB — 


present dibrary technical assistant curriculum, librarians. strbss a 


. 


need for: more A- V cretning for their Library ‘technical assi 


“This study was ‘helpful to cite researcher, for its éaphasis on employers" 


needs (as they see them) for. senna’: supportive staffing. 


Louis Secee in his book, Library Education (1972), adamantly 


‘upholds the need bee a two-year paraprofe ssional course of study in. 


: ‘ a 
i;. ary science. His work was very -helpful in setting up 4 sample 


‘urriculum on'a junior college level, having been one of the authors of 


Tox-Tec a course of study for the educationeof library technical assis- 


t- ts in Texas community colleges. He included -many innovative ap- 

preaches to library education and library practice. He also discussed 
at great length the advantages of establishing’ individual state plans 
ey . a - \ : 


for/ library éducation at the paraprofessional | Level to assist uniform 


accreditation of various schools’ programs within each, state, 


14. 
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[n summary, no previous publications have dealt directly with 
the subject of this study, However, a number of reports, unpublished 


papers, and other documents have contributed information that has been 


a See er . a ; 
valuable for comparison and contrast with the local situation.,. 
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‘its conception, the idea of research study on the problem was presented 


ment of Libra 


' Gabriel Commu 


Chapter 3 


PR CEDURES. AND. ‘METHODOLOGY 


Determining the Value of the Study 


Faculty members in the Library Technology Program at PCC have 


found that ‘many of their students are frustrated and annoyed at having. 


\ 
\ 
\ 


to repeat unfts of instruction they have already learned on the job. At. 


' 


to the Libraty Technology Advisory Board and to directors of Library 


\ 
Technology programs of the colleges in the San Gabriel Valley area. : 


These groups foarsity ‘endorsed the, idea and agreed, on a need for = 

In pursuing the peennces of the study, acceptance aaa advice were sates 
of Mary E. D nure, Specialist, “Public Service Occupations, Chancellor's 
Office, ca1ithrate Community Colleges; John R. Toothaker, Director of 
Occupational vention at PCC; William Grainger, Chairman of the Depart- 
ly Service at ‘PCC and Chief Executive ‘Officer of the San 


\ 


ty | \College Library Cooperative; and Maney Gentry, Presi- 
\ 

\ 

dent of the ae Library: Employees Association. All of these 


professionals |felt |that it would be a valuable study. c. 
Selection ea Group Questioned ge os ; F 
Current ae have nentioned this problem dn their evaluations 


of the Library| Techn logy Program at PCC. It was thought that the study” 


estricted to PCC because: Pais the sample might be too 
ah al 


should not be re 


‘anol to be co clusive, (2) the problem was. probably not restricted to. 


2 


& 
PCC, amd (3) the‘problem was quite probably the same at other colleges 
a, is - | 
in the area. 
Since the records of the program directors were ol definitive - 


enough to’ identify the Library Technology graduates year by year it.was 


decided to use the data on all the graduates for which records were... * 
available and to select only those with, paid experience as shown on 
" the graduate information shect and currently employed. 


Gathering and Reviewing the 
Literature “ 


Computer searches from the Educational Résources Information 
Cetiter Clearinghouse in Career Education (ERIC) aoa the te Augelas 
- ecaney Evaluation Research Services (LANCERS) provided nay: yoberedees: 
deandavd bibliographical indexes to Literature supplied MANY of the 


materials used for the study. at | é 


Questionnaire and Checklist . ae 


. Questionnaires’ were developed through ascertaining ens res~" 1 


ponses needed for study and for the solution of. the problem. A 


checklist of clerical and subprofessicnal duties was compiled ‘Erom the 


American Library Association's Descriptive List of Professional a 


\ 


lor Library Keonatont Assistant Pro rams in California. 
. os 7 : _Frograms in AcE 


‘ 


Procedures | Used | in Gathering the Data 


é 
Data were obtain d by questionnaires and tha distributed 


to program directors, former students, and employers. The following 


were procedured: u used: = ? : aa 


an = 7 * * a 


. oO. - Bet “a. 3: 
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=o 


* 


Ll. A questionnaire was piven | to first-year ‘Library Technical ) 
Assistant majors at “PCC ee to assess the need for 
the study aed to provide information for refinement of : 
sequastieamanes,. 

2. The questionnaire was revised to remove ambiguities, 
to clarify instruction, sauce facilitate tabulation 
of the responses. 

3. The revised questionnaire was administered to all currently 


enrolled students in the Library Technical Assistant 
program at PCC to eee -tain their previous library ex- 
perience, length and type of experience, and shethex they: 
are seeking instruction for specific curricular ante 

~ (See .Appendix C). 

4, ‘he revised questionnaire, was also administered to all 

‘students enrolled in iaeary iecindeal Avetacane pros 
grams at Chaffey, Sea, Fullerton, and Mt. San Antonio 

Colleges to ascertain their previous work experience, 
‘engeh and type of experience, and whether ie aia 
ae ne instruction coe specific curricular needs 


(See Appendix c). oo. be td 


Directors of participating library technology programs “bed 


wn 


were asked.to submit names of former student s who had’been .- 


r 


enrolled in their programs: _A questionnaire was mailed 

_to these students to find.out, in their opinion, the 7 7 —_ 
7 .” skilis that are needed for satisfactory per formance 
ae their pera jobs and those. Neacnatie experiences 
that would be. helpful for their, continuing, education 


@ 


<1. -_ | aa _ a ; se ee oe ak e+ i . 
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(See Bppendts ‘D). Questionnaires returned by former -_ 
sudenes who were aiesanely: employed as Library be ieee 
. cal assistants and clerks were used for the study. 
6. The checklist of duties was mailed to a sample of head ns 
oan irbeariane in ae area eeevea by PCC to ascertain what : 
¢ j ’ . 
skills librarians think library technical assistants 


necd: for satisfa eran performance on their job and what 


conetinive education (See Appendix E). 


were 


~ 


Job descriptions from libraries that use PCC graduate 


. analyded to determine the educational requirements for job 
: é ; ‘ ; 
- 7 entry and for advancement as library paraprofessionals. 


s .¥ Information obtained from job descriptions vas supple- 


wt 
yt 


Fe mented by a telephone survey of library personnel of-— 
Picers. Oe . 
a _ ; " : 8. Information From the questionnaire administered to stu- 
dents enrolled in Library Technical Assistant programs 
nt / ; 
was analyzed in the following weve 7 . 
| a. The responses were summarized in chart form by 
_ < % . jenaeh of experience, by number and percentage, by 
each college and eobal: 
b.- Charts ‘summarizing the responses: (number and per~ 


- centage), by each duty for each participating col-- 


2 / A . , 
lege were prepared. These data, though not necessary 


for this study, are felt to be interesting to the 
participating colleges, ‘since a copy of the study 


was given to each one, and the data have. local 


335. toe S 
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significance (See: Appendix G, Tables 27-31). 
re 
The responses for each of the cate egories of ex peri~ 


a 
. 


eae: (no experience, évér 12 months’ experience, 9 
over 24 months' experience nda over 36 months' 

/ experience) weed, bat lind. by college. These were 
then summarized (by duty, by number, and by per- - 


centage) in a chart form. 
o \ : 
d. The total percentage of responses of the participat~ 
A, i 
ing colleges were ranked under response rating: 


1. "no training needed" 2, "need additional 


training’ '3. "need seatning” 4. ‘no experience, 


no training needed" 5. “none of the above" 


fd 


rhase showed by conpartace what skills are needed 


in the Library Technical Assistant program. | 


9. The questionnaires for. former students (employees) and 
: employers were analyzed as follows: 
ps eS sel : 
ao aah a. The general characteristics of the former students 


(major, senesters enrolled, ‘degree attained, number 
- of semester nites compléted, curriculum followed, 
‘position, types of library employment, length of 
a employed, occupa tional geet eae continue 


education, and what degree or certifi e they hope 


to attain were cinmecieed on narrative form. —: 
b. Responses by length of experience were tabulated. © 9. 


Responses to duties by number ‘and percentage from 


n 


as 


e .9 ee both former students and employers were: tabulated. 


ERIC ae, a ae He . 


JA uit Text Provided by ERIC : . é cg SF nak & 


This table showed the number and percentage of 


responses for each duty. according to how each per=- 


nf 


_ . son felt about the duty (whether it was needed for +: 
satisfactory performance cs the-present job and 
whether the duty would be helpful for continuing © 
education). - 

10. All charts were summarized in narrative form. + 
11. Conclusions were drawn about the need for curriculum 


revision. — —— — - 


a 


ot 


12, The conclusions and recommendations of the’ study were 
: 3 \ ° ‘ 


evaluated by asking a group of experts to review them: en 
/. v, The panel was composed ,of employers and/or prospective 
; : ra 4 : . 


‘s _ employers of library technical assistants (See Appen- " 


‘dix F). 


n oy ad 
v \ 
= 

/ 

‘ 

© * 

a 

P i 
\, 
’ 
“\ 
= ¥ 
= 
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‘ton College, Mt. San Antonio College, and Pasadena City College. Res= | 


' fore entering the program and some were " currently employed. 


-months' expe 


with only volunteer experience or wi 


Chapter 4 
~ & 
CHARACTERISTICS OF THE. RESPONDENTS ™“ 


Three surveys were conducted for this study. The first ques- 
tionnaire (Appendix C) was distributed to all students enrolled in the: 
Fall 1975-76 semester in Library Technical Assistant programs at five 


Gala tornia Community colleges: Chaffey Colhege, Citrus College, Fuller- 


ue 


ponses” were received from 168 scodeutes” “the distribution of those res-— 


sending is ehewn in Table 1. . geiko Wes |. ae 


: The 76 student respondents had various amounts of experience be- 


Their ex- © 


perience: was as student assistant, library. clerk, and hibrary technical 


assistant. The amount of experience ranged from under 12 months to over 


35 months. | ‘s senty “Beyer Had under 12. manene: 18 had from 12 to 23 : 


Pp rience, 9 hed Pci 24 to 35 nouthat experience, 22 had over 


35 months’ experience and 92 had 10 sipurdenced The responses from those 


1 no, experience were not used. 


. The second questionnaire (Appen ‘ix D) was, sent to 939 former stu- 


col- 


dents: who were currently empdeyee in libraries.. Four of the five 


‘ leges were able to supply lists of -former “ee the total former 
Tt 


student cepoeneees 171 were usable, 224 returns rece 


" wére not usable 
bécause/the’ former student was not currently e employed, and 232 question- * 


naires were returned undelivered because ef’ no. -forwardin address (Table 
2). ot * 
7 L- ; 5 
" <2 


ABLE 


~ RESPONDENTS 10 LIBRARY TECHNICAL ASSISTANT STUDENT 
QUESTIONNAIRE FOR CURRENTLY ENROLLED STUDENTS 
BY LENGTH AND TYPE OF EXPERIENCE 


| ‘ine of pectin re ie 


| . ‘ | “ Adbrary 
Student = «Library, . Technical - ‘ 
Assistant Clerk ~~ Assistant — eTotal 


a 


ood 


SAC 
Pasadena — 
Fullerton 
Mr. SAC 
Pasadena 

SAC 

Tetal 
Fuilerton 


Total “age 


= 
‘a 
i 
0 
H 


| Experience 


Q 

_ Length of q 
6 

“Under 17 months 6 
l 


ny, |. Pasadena 


deeds months: 
14-35 months 9 0 0 


face ion Chaffey _ 


o 
=— £ oo @&/! Pasadena | 


fp > _ =| Me. SAC 


Over 35 months - 


Total Responses 7967 4 M7 7412 8 LPS 3h ws BM 1 


‘No Experience — __ pare ices PE Wh 92 4.7 


ttl ag a an 2 54 " 100.0 
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7) 
. ef : 
yy ; TABLE 2 
DISTRIBUTION OF FORMER LIBRARY ‘TECHNICAL ASSISTANT . 
_ STUDENT QUESTIONNAIRE RESPONSES, . 
. eos 
N_ A 
7 v eo a : - 
Usable. responses ca 171 ~=618 : 
_Unusable responses ~~ _/ 224 24. 
Undeliverable responses 232 .° 25 
Responses not -returned 312 33 
Total § 939% 100 : 


An identical questionnaire was sent to 243 head librarians and 


wf 


personnel directors ‘in the various types of libraries in the area, a 


cluding aeuaenies school, public, and: special libraries. “Ninety-two 


usable responses were vebubnéd: “leven: Lesponses were returned but not 

. . - * fe . : ne : 

“| usable because the respondent was not employed in a library. One hundred 
. ' te, Lie “ ne F , 

ohh a we . are < . 

forty,\were not returned (Table 3). Ses 7 


#2 
© om 


e TABLE 3 
DISTRIBUTION OF HEAD LIBRARIANS AND. 
PERSONNEL DIRECTORS QUESTIONNAIRE RESPONSES 


a wie N_ @ 
- Usable responses 92° 38 
Unusable responses 41 4. _ we 
Not ‘returned one 140.58 7 a 
7 _ = | focal. 243) 00 | a 
. } s ; = oe oe - € * 


2 OS pF : 2% 


Former st tudents were. asked about ‘the! number a semesters enrolled 


-in the Library Technical Assistant program, their majors’, ‘Gheches or: not. 


* a] an 


they fad an. Associate | in Arts Degree, or “equivalent, whether or not. ‘they 


‘had a Library, Certificate of roficien ney or equivalent, semester units. eg 
fei . : ; 


completed, undther they followed: the ‘recommended Library Technical” 


39. _ a 


25 
Fen is 4, f - in 
; “: ‘ 
- ‘curriculum, and whether they completed he full _PRegran of library * 


courses offered. They were alae asked “if they attended another college 


= ’ 
* 


or|colleges and the type of library or libraries in’ which they ~ oe 


aor . -employed. They, were asked about their occupational goals, their plans 


3 for continuing education, ee goals, ‘the opportunities for. 
ndvencenenb.0 their ore job, ia length - time employed (Appen- 2 
ico , « * cae | | os oe pn 

Since many forner gence ie aes employed had fot’ been. 7 aa a 


4 Library Technical Assistant majors “and since the number of anits com- 
a pleted varied because of the differences. in. college programs and because . 


rr of the ‘var ious. waiver policies for. previous, experience even, by. phe dif, 


n “e 


" “a . : a 
er: ferent programs, this. researcher “(with the consent of the. major advise) = 


deviated: slightly ‘from the original proposal ‘by. including all the- cur 


‘ ts 


we 
rently tmployed former students id the “study « It was felt that these 
? 


a re “employées' would. be motivated into’ confinuing edication ehrough ° their... ae 
Wooo Oy 4 
oT 8 


‘= ‘employment and would know the. elebees’ helpful to - theim ‘anhehege work. » 


‘ e 5 *% ‘ : me 


[a ‘The following tables ‘wall ‘show the distribution of the. ysable 


ee responses as described in the, preceding paragraphs. Twenty-six students | 
ie \: completed one to threé semester ‘units, 38 completed four, ‘to. ‘etx Semester a 
a oa . . . oy ~ oy . & 

_ 7 * * ae 2s 
rr re unite, Sodoupleved seven <5 aise Semester. units, 26 completed "10° to 12. Bas 


‘ a : ous sy 
‘ : >. : ony ’ 


. ; semester units, 46 completed “1¢ or _ more’ semester unite) ont 28 ed aot — 


. DISTRIBUTION OF USABLE RESPONSES © ea O49 
BY SEMESTER UNITS COMPLETED. =... oo 


-) 3" Semester Units oa JN & 


ss —_—-__ = x = - & 


5 : 
ee ye 8B ER 
Tee a! 4 * 10 = 42 . 96 OLE 
(a2. Fas Pe ae 13 plus”. 46. 27. 
i - . No response 28 - 16. 
a ' Total. . 171 100.0 


eeaeaeetere the former students by semesters enrolled in college, 


a) 


40 former students sad 0 attended 1-2 Semesters, 61 attended 3+ bh semes- - 


attended 9- 10 semesters} four attended 11-12 semesters, and 22 did not 


respond to the question (Table 5). 
/ is , rota 


TABLE = 


DISTRIBUTION OF ‘US&BLE RESPONSES BY SEMESTERS - 
ts * ENROLLED IN COLLEGE LIBRARY lal 


— ; Sancatera: N: _% - Semesters oh 


“4O 23-8 9 = 10. \ 6. 
61 36 da = 12 Fe - 


. oe _ wy id 1 
an | ., x 
a, qe ° 5 No response | 


13 


OAR N 
I> 
it 
_ 
~J 


he t 


= 


— o ’ : a In considering the respondents socondtns to the attainment: of: a. 
. e° degree or certificate of proficiency, it was found phat 88 had vakulvel 
“an Associate ain Arts Degree, 58. ‘had received a ar aan of Profict=— 


ency, ae eleven did not /respond - to ‘the question ktable 6). 


“9. «5 | Total © ba 100" Pee ae 


. . », - = ea fay Oe 
i; ar rr a) oer ey ABLE 6 


"DISTRIBUTION OF USABLE RESPONSES BY ft Mae ee 
. DEGREE OR CERTIFICATE ATTAINMENT, | sy 


VW 7 = ; ; : ; . 
AA Degree* si Sl: » 66 - 39 / 


Certificate of, | a a 
‘ Pro£iciency* “27°58 BH OT BT 


. . « . fe 7: 
pad le eae © oe « = 35 a age 4 

se _* At some colleges, those who rackive AA Degrees 

' also receive Certificates of’ Proficiency, but’ a 
student who receives a Certificate of: Proficiency © 

need not have received an AA Degree. | Ther percent 
- ages are calculated on, the basjs of 171 RGRPOREERS . 
a es : \ . Z . . : . ; A : . 2 


ae \ ag ‘ 
eo te | : ee 


Interestingly enough, seventy-six of the: employed former stu- 


“= 


dents completed the full Pregrass 81 had - not completed. the ‘full. | 


program, ‘and, a ‘gave no reapanse (Table 7). It must. be “remenbéred, 
however, that all of the colleges give maivers for variqus, courses’ 

“=! because of previous experience (Table 7). oo oo 
a oe 3 : ‘ate a 


eee 7 TABLE 7, = a ae as 


DISTRIBUTION ‘OF USABLE RESPONSES BY WHETHER OR NOT. THE re 
FULL LEBRARY TECHNICAL ASSISTANT PROGRAM WAS COMPLETED | 
. . 4 + . ' . © . 7 
2 %, © inks ee te 8 a3 


‘Full Program Completed oa, tO: 
Full Program Not GEMRTERES - . 81 i : 
7 No Response ee» a | ee 

a ce . - a a) ae “160. i“ 


\. { 


4 
4; 


S| 
oO 


~ 


*; 


The length of experienc ce of the respondents ranged £rom 


under sega to over ten ‘year's (Table 8). 
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ia ‘ 
TABLE 8 
i DISTRIBUTION OF USABLE RESPONSES: 
; BY. LENGTH OF EXPERIENCE- ~— . # i _ * 
| > Length of. Experience N° _%_ 
} Under 1 year - 24 14 
), 12-35 months 21 a 
. "  (1+3 yrs) _ 
36-71 months. * 39°28, ‘ 
(34-6 yrs) , oF ‘ 
‘72-120 months 28. 16 . , 
(64-10 yrs) | 7 ye ae 
, ay ~ * oo . Tlf 
Over 10 years” ee oe 8 
Total Responses. _ 140 0: a 
No Responses - 31 -18' ; a 8G 
Total TA wel 


Not all of the employed former, seudenes: had majored in Library 


' ae t- — 
Sciente of Library Technology. Most majors, however, lend themselves to 


library work and would certainly be complementary to the many facets of’ = 


a 


library ‘technology. Most of the former students had been EsDEAry Sci- pa 


ence or Library imecWholosy majors, but others were scattered over seven. 


other disciplines. Thirteen aad not en (Table: 9) 


; ee 
8 ee 
TABLE 9 / 
DI ISTRIBUTION. OF USABLE R RESPONSES. 
BY MAJOR IN COLLEGE: — _ 
7 , be 5 7 4 
Maj or _N . 4% 
_. oo “Business, rer os - a ; : / 
Education — 2 1 
‘English | 3 2 
General Education tL: 1 
History 1 : i 
Humanities 1 1 - . 
- . Library Science cy ae 30 . 
“- Library. Technical Assistant 92 53 : 
Social Science i Be 2 As 
, No Response |. ’ : 13 - 7 
: : a — * Total © 41 100. 
The respondents occupied a variety. of positions in libraries. 
Positions ranged from clerk to librarian with 81L not, responding & 
+ , = ‘ 3 ™ , . , \ 
‘ (Table 10).. — 
1 . ‘we / "4 ™ \ : - 
. . TABLE 10 ON 
J DISTRIBUTION OF USABLE RESPONSES “BY JOB TITLE, 
Pa : , ME. Migcge igy ¢ ra . i . me 
Hs . Rn. . %,. i 
Clerk 7 wo BH 14 
' “Library deeivtene 39 23 
Library Media Technical Assistant 7 12 7 
Librarian is ae oe \ 
No Response ae *_81 =_47 
: Pony 71 100 
Four types of tipewetes were represented by ene respondents. 
| ‘This tended to show- “the wade variety of employment possibilities, in 
: ye 
\ ie field and also added a drama dimension to the study (Table 11). 
| Ad ; 
\ | : \ 
| : \ ‘. 
. J ; uw oo 
> 
C ed 
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: : pies, 30 
} _ it - TABLE 11 
‘ DISTRIBUTION OF USABLE RESPONSES BY TYPES oF 


. LIBRARTES WHERE RESPONDEN’ tS WERE EMPLOYED 


fa. . “gia 
a wee College 43. 25° 
en 3 | Public 54 32 
School 64 37 
er * A = - Special 6 4 \ 
° No Response 4: ..2 
Total 171 100 
. ; : Jo 
ee ee “An interesting group of responses’ described the former. students Lote 
by occupational goals. The responses ranged from. fidtienaker to branch _ 
— supervisor and a miscellaneous category char included. those who quite 
* . = 
7 ebuiousty did not. understand the question (table 12). 
& \ 
. TABLE 12. 
a ee ee: DISTRIBUTION OF USABLE RESPONSES ©, bg. 
BY OCCUPATIONAL GOAL, 0s, * * 
Goal‘. N % 
Branch Supervisor - pid 1 : 
. Catalogue Librarian 2 #2 1 , 
, Children's Librarian / 3 irorme 
“~~ Counselor. ‘ 1 “a. * 
Homémaker _ é as, 
Lawyer 1°: “1 , 
‘Librarian (Audiovisual) 1 a ; 
6 F Librarian (Head, 7 2 1 
EE ge Librarian (Reference) © "2 1 
' Library Aide 4 2 
Library Clerk 9 "3: - 
Library Media "Technical Assistant 9 5 
Library Technician | 19 11: 
ae ' Library Technical PRSTORAE:: 42 24 Z| 
Miscellaneous - 33 19 + 
_ No Basionae. \ _4l _24 : 
bOe a \’ , Total ; 171 100 


@ ane 4 ; . afte of a a 


ERIC a  . es Sf, 
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Sincé one objective of this study was based on those former stu- 


Z i : ane ee a i "8 ge 2s 
detts who planned to continue their a lag this question was most” 
interesting. Ninety-seven former students: ed that chey planne d 
a ae _ ae a fed Se eg , civ aat saith ote _ . ; 1, antes 
-_ to continue their education, 58 stated that they did not plan ,to do so, - 
ge : “and 16 did not’ respond to the question (Table 13). ° 
TABLE 13 
DISTRIBUTION OF USABLE RESPONSES SHOWING 
INTENT : TO CONTINUE EDUCATION , ; 
item.” ae oa ee ; / BL an 7, . 
Plan to continue education ee . 97. “57° 
* Do not plan to continue education 58° 34 - 
| No Response a Y $0 ou = . 
‘Total: - 171." +100 © ; 
7 “> The ‘question. on the fotuat students’ eropesed ee ea of attain- _ 
a. ; ‘ment was answered sparsely. Ninety-three did. not respond aid 78 did <n 
re | | 
a o dar ‘The range oF replies was frém Certificate hia Protidny to 
Doctorate (table 14). ea / 
N ; 3 . = . — : : ; tO aren 
| . TABLE re Oe 
-Y* DISTRIBUTION OF USABLE RESPONSES INDICATING == 
. ‘PROPOSED I de EL OF aS UNEENT ‘ . = 
| Certificate of Proficiency _ 6° 3.) 
Associate of Arts Degree ee 12° 
wh - Bachelor of Arts 18 =o il 
iad ' Master's Degree 33. «19 
a Doctorate ‘1 1 
No Response > ee: ee 
0 | Total. $171. 100 / 
7] ‘ gh ‘“ 
: Pe chapter describes the wide varie ety of former Library Techni= 
cal Assistant prudents: amployed if the library profession. The variety 
can only help = giving this study. more validity. o TP eee 


Oe pitted. es 6 460 
pe a a | 
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usable. responses were received. 


California, ° The checklist omitted duties normally reserved to. profes- 


‘Librarians, ‘and personnel directors. 


Chapter 5 


ANALYSTS OF THE DATA 32 ee ee 


SS “ 2 


, The. student: data were collected from current’ “Library Technical 
Assistant students and from formez Students, ‘currently employed, from. 
five —egmmandty colleges: in, the San Gabriel’ ‘Community - Colleges Library. s 8 he 4 


Cooperative. -The data from employers were collected from head librarians ©. 


“and personnel mansecre of libraries in: the area. served by PCC. 


One hundred sixty-eight current students responded to the ques-- 
tionnaire. ‘Nine hundred. thirty-nine forher SCuRRnCS were sent . quest ion- 


naires; 171 usable responses were received. ‘Two hundred forty-three ss af 


+ 


questionnaires were sent to’ “head Librarians and personnel managers ; 92 


mON 


AS ere earlier, the. questionnatre/checklist, included ae 
library ‘tasks gelected: from the American. Library Seeecaavion' s Descrip- 
tive List_ of Professional and’ Non rofessional Duties in Libraries and 


/ ' 
r] 


from the Chancellor' s office Librar Technical Assistant Progr’ 


sional abeaveane. 


In analyzing the data, - the ‘responses from, the current: students 
will be described first. ‘These- eenpenree wart chan be compared, in nar-. 


rative saa tabular Fore; with. the responses of the form ner Aewaantes head. 


“a 


\ 


One hundred sixty-eight currently enrolled students teturned the: 
questionnaire. Seventy-s1ix of these (45.3 percent) had library experi- | 
ence before entering the training programs. Their responses are 


all : 7 ee 


32 ee os oan. coe 


aN a Ley ae "Rae" ee ee 


ma _ summarized in Table 26, oe 
as : os : / 


; Table’ i shows the number of See from cod colleges: ciee 


job categories and their length. of experience before: entering a community 
college ‘program. The. differences ‘in the ‘total number of oupondenta from 
Ve o% 
each ‘cotlege do- not necessarily show. the” ‘sizes of the ‘various programs. 
/ ss 


Such factors. as: negligence on | the part of the program n dixectors ¢ o dis- 
tribute the panNey to students and absences of students no doubt _ con="". 
oe a tributed . ke the differences. ‘The largest group, as 5 might be expected, 


was the group of. 27 (16. 1 eetene) with less chan twelve months" (eX- . 


\ 


peptences 


. . : ; me 5 2. us xe 4 


It ig interesting to note that 22 respondents, the second larg- 


est, group, had more than 35 months’ experience. It-de sseuned anak eheae . on 


ee " . were primarily older "people who had obtained enploynent in Libraries, 


because interested in. the field, and come back ‘for further training to: 


« _ become ‘Library | ‘Technical Assistants. A few hoped to- increase their ad- 


' 


vancenent opportunities into the professional levei by progressing toward’ 


: the bachelor’ s degree. The echer two panges of. experience, (12-23 months. : 


and 24-35. months, need no particular comment. — 


Students’ Previous | experience ranged from work as “student: age" as 


sistants to experience at the technical level. “Twenty-seven (35.5 per- 
\ 
cent) were student assistants, 35 (46 parcune) worked in clerical. posi-. 


es tone, and 14 (18. 4 ce mene had experience as library technical assis- 

H \ . 

tants, or: the equivaient. \ = 

“For each of the 92 duties, ‘Table 26 ‘(See Appendix G). gummarizes 

the _Tesponses from all five colleges actording to the number of reas 
_ pondents for each possible response. Five raspon nses were possible, as 

F follows: 1, I already had experiences No’ train ing was ‘igsaan a: I 


| 48 


es yo 3 he > ef 

had Sone experience, ue I he eded a additional train ng; 3. JI had no. 
experience and i sieeded training; 4. I had no experience, yet I did not - 
- need. training; 5. None of the above. Responses from the individual col- 


“1 . oan 


leges are also in Appendix G (Tables 27 to 31). 


“Responses of the current students on the ‘need. for training are 
Presented, in Table 1. The table: lists the 32 duties, in atidch 50 percent 
_ or .more of the current students felt they needed training before enter- 
ane Sig ‘Library Assistant program. Thei r responses were either, “y had 
“some: experience, ‘but I need additional training® or “Ny had no* "expertence 
and” e needed training.” (These. were marked by a number 2 or a. respec 
i “tively, on. the questionnaire. yo. - : - : 


? ” o 7 , The three ductes: for which students showed the highest neon were 


"elassify, pamphlets, operate audiovisual equipment, make shelf list ee 
7 7 ae - 


a 


cards" ted: 1, 64,5,. and 63.2 percent, respectively). _ Several respon~ 

dents noted the need for more instruction in ‘the use of audiovisual 

equipments. The use of such media i's becoming more important in many" 

special libraries as well as in public libraries. More sophisticated 5 


types of equipment: are being produced. and more “information is being : 


reduced to film for easy storage, and access. _ 7 —- = qo ss _ 
ae ‘The group of duties marked ‘by 59.2 - 55.3 percent of" ‘the students cn 
> included such everyday library eutien as "Answer simple reference ques~ 


Pe, 


“tions,” "Check out “Lbrary materials to patrons, " MType catalog cards 


‘ : 
* 


wil From main. entry card," and "explain the resources and services of ‘the li-. | 


4, 


‘ brary to *ceeennal! “As noted previously, most. of the current students had 


less than twelve ment? experience: However, 49 students, (51. | iparéentl. eae 


had over twelve months". and. 22. (28. a ‘percent) had moré than thirty-five 


; a . oe 7 
months’ experience, One would,’ therefore, not have expected 80 many to. 


indicate .a need for training ‘n the basic skills. ° 


BRC” FF fhe A he etre ince te ee 


: : “rapLe, 15. a we 
.& . DurTEs F FOR WHICH 50. ‘PERCENT OR MORE OF THE “CURRENT STUDENTS _ 
Pee ke : : 0 NEED TRAINING REGARDLESS OF EXPERIENCE : 
ea ae ae Me, Oe (N=76) | 
° a > Indi divi iduals 
. : POece de + Num- "Pers ; 
Bert Og ee ' ber ‘cent- 
DUTIES .. — ae 3 oo nage 
1 Classify pamphlets. a ee 5st 6721 
78 Operate audio- visual equipment, , 7 7 49 64.5. 
54 Make shelf list cards 9 HB 63.2 
15 Check catalogs and shelf lists for ees . _ AS 59.2 ees 
7 ‘Organize and maintain’ information files a a 7 44. 57.9 . 
13. Determine supplies and equipment to be purchased. . - 4 BIS, 
62 Use indexes. and” catalogs for locating detailed | | 
‘bibliographical information for Neetty ens book ooo en 
fs ‘orders ; e444 57.9 
a 7 Search for simple trade bibliographical ae te AA 57.9 
a er 42 “Check trade bibliographies for order information > ag 56.6 - 
a ' 50 Type book cards and. pockets, er : 43, 56.6 | 
72’ Answer simple reference questions. m BON gee 43. 56.6 - 
75 Type ‘catalog cards from main entry cards | oe .. 43° 56.6 
8 ‘Check o out library to patrons . a ae coe re (55.3 | 
9 . Plan aad supervise bock inventories Aas 42 | 55.3 2 at 
28 . Explain the “resources and services of the ‘library 2 ee 
oak, . ; to,patrons — . ; mt 42° 55.3 
Pie . 58 Schedule, and record loans of audio-visual matewials 42 | 55.3. 
seo # 23 File catalog cards a ~ § _ . 41 53.9 
oy * Se . 27 Catalog fiction with minimum | supervision wae 7% 3 41 | 53.9 
. - . 19 Inspect films or records for wear ‘or’ damage ; 40: 52.6 
, 26 Select titles for inclusion in book lists ~ 6 40 52.6, 
, 36 Supervise ‘pamphlet and clipping files 7 @ 40 . 52.6 
53 Process added copies and new editions -o . . 40 | 5266 
-14 Plan. book displays a re 39°. 51.3 
: 18 Plan and conduct story hours: eer eG = 39 © "51.3 
: _ 20—«Prepare material for binding. : | 7 Sy ae 39 51.3. 
~ *See end of table oe. de a ne 
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some experience, but needed’ addityonal° training. 


no jexperience, needed’ training 
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we : . oe 
a : TABLE 15 (continued - oe 
H - DUTIES : . Num “Per F 
am i fe” ber cent- ‘ 
ee aa = 7 ; Sea aeer a ete : Be 
25. Check order eerie with holdings aa outstanding 39 : 51.3 
61 Letter ne label books . oe 39 51,3 
83 Process. book Yeserves | ‘ a 39. 51.3 
; 4 Maintain’ ‘inter- library loan. records =, af - ia 38 50.0 
31. , Discharge books returned from circulation 2, | 38 50.0 
57. Assist : in taking: book | inventory a 38. 50.0 
79° Open and‘ ‘collate new books» . . 38. 50.0 


\ ¥The following numbers dndicate the rem needed before entry into - ee 
-\the Library Technical Assistant program: “ee ae 


=] oN e ‘2 TABLE 16 a. 
: . ane - “DUTIES FOR WHICH THE: einnen STUDENTS . 
[5 DID, NOT NEED -TRAINING* REGARDL ESS, OF EXPERIENCE - “ig 
y S/ oe 76) J na , 
: ef), . uy ‘ _ - ‘Tndividuals 
d = “DUTIES : 
Fs yh ; 7 Aes 7. _ = ws 
‘ / 47, Select publicity materials | 46° 6 
. . (2 ‘Explain. the. arrangement of the Library “38. 50 - i 
] “Give patrons directional information BP 48-07 _ 
a 78 Paste book plates, pockets, date slips in “books - 3748.7 : 
— . Explain, Tending rules Bigs i 36°. 47.4 : 
ma Shelve books for file pamphlets or ‘other similat ; <P g 2% 
4 je materials, ee ae ae ™ 36 | 47.4 ok 
em PELs Sort, /open’ or “‘ddereibute incoming maiT-and packages 35 146.1 ee 
j . (22 Su ervise order and appearance of shelves " 35 i 46.1. Sty 
~ OB a8 i Real“shelves or files :.. yp - - BA] 66.7 ees 
31 -Disi harge books returned from circulation is 32+]: 42.1 es 
: _ 80 ‘teed overdue notices . oe a oe 39. 4 a 
30 Remove cards from catalog and shelf - list when | Pig sets 
aaa dalle: lost or worn out’ materials "3 29; 38.20 = 
" 67. Make ‘posters 2 2 -  , : 29] oe a i 
} 8 ‘Check | out, library materials to. patrons 28). 36.8% ng 
64 -Find-: specific-beokson’ the shelves for patrons. -¥g 36.8 | 
66 depate worn out books or other. worn library Ne we 
materials ‘ . 24 35.5 
88 Type and: verify filled book cards “ eT 35.5 
23. File: catalog cards. , 7 oe " . a6 Baek “ 
87 ‘Count’ and’ record’ ‘edreulation, eee 
“2 Schedule: shelf reading - . - 25| (32.9 
50 Type. book cards and pockets: ” 25 32.9 ee 
52 Register new borrowers | : 25 | 32.9°° 7 
cea Answer ° simple reference questions 2 ; 32.9... 
75 .Type catflog cards From main entry card F 254° 32.9. 
10 Arrange bulletin boards. and displays. i 24 * 31.6 
° ‘ - *See end of table’ a - ‘ le —_ 


wt 


*° patrons nS : . ‘ 


“Assist in “taking book inventory : 


circulation 


by a librarian ae a Pa 


a - 4 Num='. “Per- 
os _ ber. cent= 
* 
a 7 ; . - + eae ee age ~ 
Be in ey of a 1 Library ‘without: supervision we ec.) 
. 24° 31.6 


Ready’ the cteauierion desk for day's. work 


Sort~ and file book. charge records | 


‘Schedule classes in the library — 


‘Supervise ‘shelving procedures 


File order. cards 


‘Revise’ filing ‘done by. others 


Help: Peaders use the’ card - ‘catalog 


| Receive and record fine money _ 

“Maintain checklists of magazines. and, serials’ 
' Take inventories” ‘of ‘supplies and equipment 

- Letter. and label books ot a 
“Prepare work arid time schedules. F 


Plan book displays 


Train and instruct new d¥evinat employees: 


Supervise ‘student , employees: and -pages 


Inspect books returned from bindery - 


Be: in: charge of a-department, such" as 
owt 


“Process auded copies gad new editions af 


Plan shelving ‘arrangements , 


: Maintain inter=library. loan records 
‘Inspect | films’ or records for wear or: damage 7 
Classify paiiphlete "8 

', Supervise’ sub-professional employees , 

“Catalog fiction with minimum ‘supervision | 


_- Make’ preliminary selection, of? materials for ‘i 
binding | : 


Open and collate new “books i - 


t 


—. a 7 ; - 


Explain the: resources and services of. the ‘library 


ras . . 7 « fe . a : = 
ff ° = . ; . x : * 
a aC . DUTIES yNum-: Per~. 
2 ‘ : 7 ober -cent® 
i : . a ee = = = — 7 = = = rs 2 age ae 
86 Type orders té dealers. ws 16 212 
> oe 26 Select titlés fer inclusion’ in bopk /lists and> oi 
as ‘bibliographies: ae a \ _4 wg » 4 45. “19.7 
. ‘46 Coordinate work of parent-volunteans ” s.. ce oe 415.-19.7) 
‘ : 2 55 Maintain ¢ash records - : a i ‘15, “19,7 
~~ '18 Pian and - conduct “story hols ° 15_ 19.7 
so OP a ee 2, : i 
F : : : Ne 
: + . ee 2 
_ by Si *The following numbers’ enatonnel ‘the: training sat needed be fore entry 
ee .into the ‘Library ‘Technical. Assistant. program: Lae Be PD og hae one 
- " 1 ~. had, experience NS. oraining! asia a _ 7 
< i age “ i \ : 
7 cae? = - no experience, no training needed - \e. , Poe We, 
1 ae =<, ee ee Sp 8g ae: re 
| S a . oP ae : ae ne ae : - Fas Lk Bo 


"a 3 
, 


oe need for training in basic skills may indicate that a: the e train 


z : 


7 ao 
fing r ceived on the ; Job. was not adequate, (2) sbrartea are understaffed, 

‘you i ‘ : 
‘and h ve little time for erating, @) Librarians \pay not. velieve in the 


| a 


f 


Labr ry" teatotca Assistant or: student. aspistant concept ‘or. (4) atu! oe, 
in . denth, were: restricted “in their work experience to a single facet of ae 
nese nmcvice! and ere, therefore, not!expoged.. to. vere of sibrary’ 

bedihed ae In, the.  ngat group of pe ereentages, 53. 2 - 50. 0. ‘percen nt! ae 
He = tine duties as “Pile catalog cards,” "Process waded “copies and new, edi 
‘ 2 \ rons, ” "Blan rly Cray and "Discharge ‘books returned from ofreulas 
| z telon" mere dnéldes Shane simple, ba: sic tasks: should be in’ the "repatec sii 
] oe — pes: oy an Pee a 
[ 'toir of each - “utbbary emproyee. *, ae , a oe re 
ae a a ae pers: that students marked. as: not needing, trgining (Table Sy 
ae 16); ranged ‘from the’ highest percentage (50. percent) ‘for relatively simple, 
sa * “enttycidvel cifetest. tasks to. 29. 7: péreent. for: the more avsficute, task 
ay f . i “a a : ae cm 
ERIC see aM 
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‘training.. Ome TES at the level at/ which 2 employed | in 


{ 
\ 


which are subprofessional or Library Technical Assistant duties. Only | 
50 percent of the respondents said they did not \need training in how to 


"Explain the arrangement of the library." It ited that closer to 80 
percent would have learned this duty. The same right be said for the 
; | ‘ 
succeeding eight duties in Table 16, However, 27 students (slightly 
, * 
| ‘ 


over one third) had less than 2 months! of experience ( See Table 1), 
", : i 


4 


The ene of duties that fell in the eeaaewwe 38\2 - 30.3 per- 


cent in Table 16 were barely basic skills. Theretaze, Pre ENE have 


eneeea a high percentage of eéepondante to say that training. was not 


a 2 a \ 
noeded;“ but’ only a low percentage said so.’ Possibly many of these 


‘skills go unused in different classifications. Although employees may 


40 


have had initial training, they may not have been assigned to. the duties . 


ce \ 


‘or used the skills. Refresher training was then needed. This was es- 


F ui . ’ 3 3 . ! : . : 
- pecially mexparea in response to task 17, "Train and instruct new 


clerical. employees." ees Hoy 


‘Thirty-eight point two percent an that shay did not Seed 


oa 


libraries, respondents + may aye felt they would not have the opportunity 


to perform this function. Others, already employed ang an. that they 


oe 
did not perform this task, may have misunderstood and said that they did 
not need training, or they. may have felt that they’ already knew enough 

to train new clerical employees. ae as - | 


The last range of ‘percentages (28.9 - 19.7'-percent) was largely 


for, sibprofezeienal or Library Technical Assistant} duties. Logically, 
these, duties would be those in eaten more’ ‘training was needed, ; “ae mage N 


employers to the checklist of duties are shown An the Ap pendix: G (Tables 


32 and 33 respectively). These responses, however, have been reprouped 


into nine Library-netivity categories and compared with the respons 38 
made by current students. The nine. catégaries are shown in Tables 17° 
, | a 

through 25, Each table presents-the number and percentage of the res- 


pondents who needed additional /training, who needed the skill for satis~ 


factory performance on the present: job aii whe nescea the ieueieane as a 
‘eeaeaates education opportunity. 
- | 
The terms "duties" and "skills" are used vee on the 
various tables. Following dach cable; 
discussed. | —_ | 
mae - The first job group for duties is "Organization of Materials," 
: , as..shown.in Table 17. These dueles sivenin be the classification’ and 
j : : ey 
cataloging ofmaterials in libraries | , 45 


Out of ‘ten teens in this éekegory, current ‘students pespauced 


that they needed training in seven (See Table 15). . The Largest percent- , 
i ; 


\ 


age needed training. in classifying pamphlets. Employees and employers 


\ 
\ 
\ ‘ 
cl anES NEE that this is not as necessary for satisfactoty persormance,: 
; 


/ 
= as. some: of the ohne Thirteen percent ee the employees felt that they 
we 3 


would take it as a learning 
. \ ! = 


experience in coneinudag- education, This 
- | 


often relegated to BREE ene aaa 


- may be because thi ar 


* 
rather than to subp 


‘ fewer than 50 percent of /the current students felt training 1 was mae 
by, “. \ ON te et ; ; : 

_However, one of er ts emove cards from oes “ 
/ ». needed for satisfacto 


a pee nena: By 64 percent of the employees and 
: : Z a 7 Gs : i : 
by 72 percent of a eeu This category included an important list 
a a * ae * 7 A ‘ . 
\ of duties as interpreted from r responses of the three | groups. Indications 


; 
! 


most 6f these duties should be emphasized in. the Badd 


Q : 4 % ; ee . . i EF al = : : 
ERIC bo Ap Pe, ae 


might be that 


‘., : 
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. .") was felt to be- os 


card * —_ 43 


~ TABLE: 17 
| ORGANIZATION OF MATERIALS; A COMPARISON-OF RESPONSES 
‘ BY CURRENT STUDENTS, BY EMPLOYEES, AND BY EMPLOYERS 
; 7 
CURRENT 
STUDENTS 
(Ne76) 
Needed Needed for Continuing 
Training _ Ereseat_ Job Education 
mes lo 2 te. MoD 
i] Classify pamphlets i OF 4 33 1 2 13 
ob Check catalogs and shelf lists for 
headings , | 45 59 82: 48° 1? 10 
23 Hie catalog cards 3 51 (108 + 63 OG 4 
2] 27 Catalog fition vt with a manimum : 
-superviston— ———- a 276 
29 Order Library of Congress or other 7 2 
printed cards 7 3 4B 22 2 13 
1 a “Remove cards fron cataloy and shelf | | 
! list when withdrawing lost ot worn- 
out materials \, a6 MH TS 
9 Assign Cutter numbers ve At Be 16 20° «12 
| Process added copies and nev. editions 40 53 6 ll 6 
Wake shelf List cards - 48 63 9 3 
75 ‘Type catalog cards from main entry | 
. 37 6 4 


Needed for 


wf 
n° 9 
72° 
64 70 
% ob 
5054 
6 Oo 
ae. Si 
0 54 
58 + 63 
bl 66 


Continuing 
No, 
6 oo 
14 ob 
” ll 
18 20 
‘ ] 
a 
1300«14 

] 8. 
| 3 » 3 
6 


i 


ne 


Library Technical Assistant courses since they are considvred necessary 
for satisfactory see hommanéeen the job. 
Clerical routines" is the second categoty of duties as shown 
-in Table 18. This area contained a number of logically expected, gen- 


sg 


eral clerical duties. It excludes such skills as typing and filing where 


common bu usin ess practices are the primary duties’. even though in-service 
, 


training may relate’ those practices ‘to library situations. 
\ . Table 15 indicated that current students needed training in two 


duties out of seven in the work activity of the library. The largest 
‘ ‘percentage needed training in "Determining supplies .and equipment to be 
purchased." Employeed needed only one skill for satisfactory performance 


on their jobs, namely, "Assist in baking book inventory." Employers 


responded that only three’ na the daedes were needed ae satisfactory 
“performance on the job. They were "Sort, open, or distribute incoming - 


mail and packages," "Assist in. taking book saventory," and "Take inven- 


toriés of supplies and equipment." Employees and employers did not see 
any pEeS £6 continuing education in this éatagery: The low response 


by all three categories may be because so many clerical skills can be 


learned on the job. 


The third job group is "Audiovisual equipment operation and 


se elec :tion," as shown in Table 19. Out of four items in this category, 


current students said that. they. needed ac Peal three of the duties. 


None of the skills was thought necessary for satisfactory performance 
ore 


By 50 percent of the employees. This. may be because only 37 percent of 


_ - + the respondents worked in. school liberties where there is more emphasis 


: on audiovisual media skills. ae tiiiaarsa casa to two skills as 
needed for satis factory job ea They were "Inspect films or 
oo  . Od, 


ERIC : a : . he | c. Je . ae = ne oe 3 ’ 
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TABLE 13 
CLERICAL ROUVINES: A COMPARISON OF RESPONSES ~.* 
BY CURRENT STUDENTS, BY EMPLOYEES, AND. BY EMPLOYERS 
CURRENT | | ’ 
STUDENTS EMPLOYERS ENPLOVERS 
(Ne76) (WELL), (N=92) 


Needed Needed for Continuing Needed for Continuing 
Training © Present Job Education Present Job Education 


DITIES ane 
11 Sort, open or distribute incoming | a i os | 
mail and packages | 22; 29 = 82 hn a a ee 
13 Determine supplies and equipment , oo 
to be purchased 45882 BO dk HHH | 
32 Prepare payrolls a a) || | Ne ee 
ee : | ; f : 
35 Prepare statistical. reports, other ae | - aa 
than circulation statistics = 9=« > 354660 § 2 Wo; ht 
| | . | | 
55 Maintain cash records © 0° > | 28 OSD re er | i 
Y oF Assist in taking book inventory 3880 106 — a u i 10) 76 1 1 
59 Take inventories of supplies and Wy es re | ae 7 eee 
equipment —— Mi 7 oe oO sy” a Wea oe 
eo oS ~ 
vay, 


| 
| 
i \ 
13 ; 
| 
4 
| 
TADLE ei | 
~ AUDTOVISUAL nQuIPeEN, OPERATION AND SELECTION: A b CORPARTSON , 
‘OF RESPONSES BY CURRENT STUDENTS BY EMPLOYEES, AND BY EMPLOYERS 
| CURRENT | 4 
STUDENTS DOUEES ——.-ENPLOYERS 
(N=76) (Nel) (N=92) 
" Needed Needed for Continuing Needed for Continuing 
r _ ‘Training | Present Job Edueation Present Job © Education 
DUNES ee Oe a Ye 
19 Inspect films or er for wear . . 
or damage 


3 Splice file : 


- 58 Schedule and record: loans f audio- . 
visual naterials— 


18 Operate aviovisval equipment Zt an nS) 


7 9 BW yore 


4 


F : ‘ +) 
\ i : ® 


a 


‘yvisual materials. 


_ for continuing education. It :can be deduced from the findings that 


records for wear or damage" and "Schedule and record loans of audio- 
it 


The two latter groups of respondents again said 


that none of the skills in these subprofessional activities were necded 


skills in the operation of various audiovisual media were not needed in 
' ; a 
% 


"Personnel management" is the fourth category into which duties 


all types of libraries. 


*% oo 


have been grouped, as shown in Table 20. These duties dealt with the 
supervision and management ‘of various a ecealia Current students 


showed that they needed training in one item out of eighteen in this 


= a = 


“46 
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"agreed that to "Supervise clerical workers" would be a helpful /1 
‘ A \ oi , : 


“category. soni duty-was-"Plan, aed supervise book inventories." - Employ- 


‘ 


ees responded that they needed three skills for satisfactory pér formance 


‘ ‘ ee 


. on their jobs. ities votes "Schedule shelf reading," “Supervise order 


3 = t 


and appearance of wyeivenct and ipunerviee student employees and pages." 
/ . A 


‘Employers dlso said that. three different. skills were needed: in the 


supervision and management of subordinate esrasnies ‘Both! lemployees’ ‘and 


* 


and empreyer® noted’ a need for’ ao subprofessional to be able to. Bapervise” 


order and apeegr ace of aneivee, The skills a subprpfessicnal would | 


need for eoneinod nm education, were not shown by respondents in this.” 


. category. About a fourth of both the emplo yees and employers, however, 


experience.. The data reveal. that all three respondent ‘groups were re- 


= 


-luctant ‘to indicate a need forvskill in this area. This ‘may be be cause” 


superv vee of subordinate personnel involves value judgment. ‘and, in 
coriventionslLibyaries,. borders. on a pieces acthvity.. 

“the fifth «group of ‘duties ence ag materiale". (tabie , 
21). The ere an Library activity related to general: acqu isit ioe 


64 


an FL 


% 


. TABLE 20 ye : ia \ 
PERSONNEL MANAGEMENT AND SUPERVISION: A COMPARISON OF “RESPONSES a ‘ 
BY CURRENT STUDENTS, BY EMPLOYEES. AND BY, EMPLOYERS 
i ; ; P \ \ 
- = “CURRENT a 2 : | 
sy STUDENTS’ ° , _ EMPLOYEES ° EMPLOYERS 
a (N=76): (Nel71) 6, (N=92) 
Needed Needed for Continuing. Needed for Continuing 
Training Present Job Education _Preserit Job. Education 
: \ EE a a e 
“DUTIES = No, % No. i a Pr 
Schedule shelf reading a a a a i | 


Plani and supervise book inventories 42. mS. Le ee 


Supervise sub-professional y \ 7 ae. 
employees % 42 he 2%. 15. 38 30 , 24 26 
; \ 
- Train and instruct. new clerical ‘ 
employees, a aL nS | ce ey 
Revise filing done by others * 37°49. 3. 49013 9 8 a 43 ak ae 
Supervise order and appearance of . a ee en f ot. 
shelves | ee a) ce a re <r 
Supervise - plimph Let and clipping ° ; ah - a A 4, e 
‘files a 40 43. 51 30... 14 8 29. ed 32 13° 14 
_ Revise catalog cards typed by others 28 31 57 a Ca 
Supervise student t employees and ; — a \ 3 
peges rs Ca 
Participate in | selecting clerical . ye 42 2 | i - 
staff" i : 26 34°15 9 30 18 “8, AO, \ 22 24 fai 
‘Be dn duacess of a départuent, such me — _ a 
as circulation 90, 39 46°27) 29 «47 24. (26 Be 2) ee oe 
; * : : . . ah a au 


r ; L i i ¢ , 7 ‘ j a ai’ 


TABLE 20 (continued) - 
SOORRNP eG 2. 
A STUDENTS EMPLOYEES "CEMPLOYERS 
+ (Ne76) 7s te (ad) 
Needed Needed for Continuing Needed for  Cotitinuing * 
Training Present Job Education Present Job Education . 


—= — ‘a 2 aH = 


DUTIES No Ho RN toe kM 


" 5 Supervise clerical workers . b a BG 3 38 WH 40 2 0 2.8 7. 
65 Supervise shelving procedures ae ee ee ee 


oy 668 Establish and supervise order . | a | oe, er 
information files a ak) ey ee) | 1b.’ 25! ap YU 14 


6 Plan shelving artangenents’ * 29 38 62 HH 1. 8 nu 4 iy 


“1 Belin charge of a’ Library without a a a 
fot * supervision by a Librarian rs ee 20. 2 I 16 8 “2 , 


Bl. Supetvise interlibrary loans i Ck) ee a 1b . * | 
90 Prepare work and tine schedules 97% a 45 i9 tl om OB, a 


4 . i ' ; . ‘ bh , ‘ 


w 


w 


& 


nABLE a 


~ jequrstoy OF MATERIALS: A COMPARISON OF RESPONSES 


BY CURRENT STUDENTS, BY EMPLOYEES, AND By ENPLOYERS 


. DUTIES 


\ 


Maintain checklists of magazines 


and serials 


order information 


Check -oglet cards with holdings and) 


or outstanding orders 


Use indexes and catalogs for. locating 
detailed bibliographical information 
for verdfylng’bock orders 8 


Participate in book selection 
meetings | 


. File order cards 


Search for simple trade biblio- 
graphical data 


a ae Up .on “outstanding orders that 


have not been properly filed: 


“Type orders for dealers 


Check trade bibliographies for | 


“CURRENT 
STUDENTS J 


(N=76) 


‘Needed 


Training 


h 


= 


re 


4 


9 


EMPLOYEES 
(NeL71) : 
“Needed for 
Present Job 


hh, 
>? 


\ _, BIPLOYERs 
(Neg?) 


Continuing Needeg for . 


Continyyng 


Education Present Job : Rducatlgn 
a | of 

Mo 8 Bow a 
0 RB i" que 
re a 
1 § BR w 
ote Bd Ag: 
ee 
0 6 4 © 6 7 
2 u oo uy 
PM 6: Bw a 


DUTIES 


89 Check lists of naterials for pur= 
chase with card catalog =‘ 


91 Chain adssing issues of magazines §— 34 5 
oo. OB, 


| 92 Verify and approve invoices 


| ' 
‘ : bo 
; ’ 


pt 


TABLE 21 (contifued) - 


CURRENT 


STUDENTS 
(576) 


Needed 


Training | 


* 


lo 2, 


2 3 


" (Ne171) 
NeededSfor Continuing 


~ Present Job Education . 


No.” 4 No. h 7 


\ 


‘ BNPLOVESS 6} 


1 
Needed for 
Present Job Education. 


bh 


30 
30 


EMPLOYERS. 


(N92) 


48. 
5h 
3 


Continuing 


catalogs i finding detailed bibliographical information." . The latter 


received" and "search. for’ simple trade bibltographical data." The | _ 


processes common to most libraries. Out of twelve items. in this sec- 
tion, four duties Eocasyey a 50 percent response by current’ students. 
They were? "Check trade ‘bibliographies for etder information, check 


order cards with holdings and/or eukeeanding orders," "Use indexes. and 
fo 


é 


two duties jacelved a 58 percent response, fhe largest. in this’ EF eur: 


“No skill listed received a 50 percent response from employees in this 


‘area. Employers, however. saw the need for five. skills for satisfactory 


performance on the job fot subprofessionals in this category. ' These’ 


were: "Maintain checklists of magazines and serials," "Check order 


cards with holdings and/or outstanding orders," "File order cards," 


"Search for. a as Erade bibliographical data," "Type orders for dealers— 


4 


a dents and anployers avuad on the need for two of. the same: Antica 


These were, "Check order cards with holdings and/or outstanding orders 


‘ 


first item received a 51 percent ‘response from both groups. No skills ; 


received a 50° percent response, indicating a Signhticent. need for. con= 


tinuing education experience. The low percentage of response from 


employees in this navERE? sinayy to both ski 11s needed for. satisfoc~ 


tory performance. on the job ‘and combining education ‘experiences as” 


supported by the data may be because this repondent ‘group was not 


™ 


WEERANE in itveatian when these skills would be used - ail an anEey level - 


subprofessional. They are. skills that require either a ‘igher level of 


a 


apMEREne or they were duties that require technician-type training. 


In general, employers eeead that subprofessionals needed skills in the 


. more routine processes of ‘acquisitions, exclusive of participation in” 


. - 8 


51 


_and claim missing teeuas of weseednes. “Interestingly, current ee as 


@ 


ERIC. 
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. professionals working in “Libgaries. This tabulation was. based on duties 


; , ee ane gate emer on ‘ 
book selection meetings, and how to verify and approve invoices (See 


Table 22). ws 7 See, as . i Page a 


\ 


“Information and client | services” is the sixth category of 


- duties, as stiowa in Table 22. Seties in . this section dealt with - sup- 


plying information. ‘and facilitating, its use. Table. 22 shows. that of 
the twelve duties in this category current. students marked, five iy, 


which they | needed training and | represented abilities required of para- 


that received'a 50 percent response, which signified the need for, train- . 


ing. Employees and employers: agreed on “eight of the: ‘duties and’ dif~ 


fered, slightly on anotner skill, " (Explaining ‘the resources and ser- 


vices of: aye Library to patrons! ve The employees and employers both cee 


? 


‘ showed a 50 percent -and-above response that subprofessionals needed to 


possess only wight of the basic skills in. information and ident. ser- 


weer (e.g, "Explain lending rules" ‘and’ "Organize aad maintain informa ; 


e 


tion files’ '), Duties seven and 72 received a 50 percent response from 
= ‘three’ groups. AR euceer groups, siesed that, two" abilities were - 


needed, "organize and maintain “information files," ‘and ianevar sdmple 


reference question.’ ne For no skills did employees and euployers. indi-* 


cate a need for Fs ea te education by a 50 percent response:. Howe 


- hs 
ever, 46 percent of the employees would take, "Selection 1 of titles for’ — 


inclusion in book lists and bibliographies" as a continuing education. 


experien nce. “Twenty percent of the employers sa it was. needed for 


continuing education “Thig. low response may be iecaume this type “of 


oy 


skill siaaves wxtate value judgment and nds “Gouded a professional 
activity. ; tah 
“ a 4 ‘ r / 


The seventh "jab group ig "Circulation and Interlibrary. Loan" 


74: 


Fo 


“nie 2 


- TNvORATION AND: CLIENT SERVICES: A coMPARSON OF "RESPONSES, yi 
u Cana STUDENTS, BY EXPLOYEES, AND BY BAPLOTRRS: , | 
ow A a. rt a | ede a 
“% a — Tunes : EMPLOYEES .. °°, EMPLOYERS 
Te at $e, tk Re to (Ne76) (NBL (93) | 
et On ee 5 + Needed’ «Needed for. Continuing Needed for |, Continuing 
Mh eee 21g a ‘Training Present Job. aaaaatl _ Present Job ‘Education 


3 bla 1 Lending rules a i Al 2. 6 6 4 “67 ° 3 | 1, all 
“7 Organize and maintain Infornton Se HEY og? ie daa 


files - ee ee ee a 16. 


* 18 plan and conduct story houts | ee a ne Se | oe ai 


oO ie 


Explain the artangement of the ee ee 
‘Ubrary. en er a a FO ce 
. MB Select titles for. inclusion in ee & As ce ee a, ne a me ee ee 

book lists and bibliographies ee 9 7. 4% OM 


24 apladn the cesbutoan and servdue cs 4 oe 
of the Library to patrons 42 55 I 66 


a Mh Help readers use the card catalog 7 36 47 £15 its: | 
60 schedule classes ‘tn the Ubrary »  H ‘tL a ore 


Ce ee 
: i : 
q to * . 
om. | 2 
ee : te A 
a 
om 
oo 
uo 


7 63. “Give patrons gectional information 30H 99. 58 ed 


64 Find specific ‘books. on the ites 2 | Ce es en ek | 
7 for patrons 7 ) ee ee 4 ov 


ee HE Aner staple reference ‘questions. - y 7 Dime ee : ] il 
| 23 Make indexes of 3 spectal nateridle _ 7.49 (56.2 BB. 
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(Table (23). Duties» in 4 


: total ‘circulation | contro 


‘Table 23. lists 44 dities 


were ‘responded to by. 50 


were: intain “ntetLibrary loan records, _ "Check qut Library materi-\ 


‘, 
Pi er, 


als to patrons, " “Discha 


“Process book reserves." 


de satisfactory per formar 


‘on Table 23° as numbers, 8, 
ployers responded. _to. -all- 
tory: performance on the 
_data for interlibrary lo 


two ‘duties were needed i 


. materials to patrons" an 


Bump loyees and ‘current st 


his “group ‘related to general procedures in. * 
\ 
1 including interlibrary ‘loan procedures. 


in this Library activity. . "Four: ‘of the duties” 


percent or: ‘more. Of: the current students. They 


rge books returned from , etrculation," ‘and 
EmpLoyees ‘said ‘they needed nine of the: slet 18 | 


ance, on their. present debe: Thes e.are shown... 


31, 38, 41, 48, he 32, 85, _and nd 87. The em | 


-but7'one FOL. “the” skills @ as rieeded fox satisfac. 
40b- This gieiii- was. "vers fy bibliograpfitcal 
ans." All the respondent groups aoa that 
n, this category. They were "Check ue Library 
d: "pischarge peeks returned froa circulation.’ 


udents indicated ‘a need. fox tio of the same. 


‘skills. They were: "Check out Library materials to patrons" and "Dis 


chavae books veuuence are 
eh were in: ah 
‘are shown on Table 23 as 
owas no indication of an 


“"Mechénical proc 


om cirevlation." However, employees and em- 

t on.eight of the akaee listed. "These “skits 
nunbers 8,31, 38, 41, 48, 51, 80, 85. There 
reed: for continuing education in. this area. 


. 


ene ing. and. repair of inaterials" ‘is in the 


eighth category, as shown in Table 24. The nine Autian: in this ‘wert? 


activity of the library 


relate to. sone aspects of kook sroceswinl ‘and. 


- repair. Out of this, number, four items received a 50. percent- -and-above 


4 


‘."- response from current students. They- were “prepare material. for bind= z 


ing," Type’ ‘book cards. _and pockets," "Letter and label books," and 


at 


a 


"Open and- collate new books." Employees ¢ also replied ‘iat they needed 


a 


17. 


ty ; : _ : 
a : s t : a 7 
Fhe fs ‘ 
a : . , : 
1 i ra c 
1 


~ fe 


* CIRCULATION AND INTERLIBRARY OWN! & CQNPARISON OF RESONSE 


are 


TL 23° 


+ BY CURRENT STUDENTS, BY BALERS W EMPLOYE 5 


#8 


CURRENT fa 


a 
DUTIES 


i. faint interlibrary iia recoris 38° 


a Discharge books returned from 


4h Ready the cireulation desk for day's 


ctreulation . 


work 


AB Read shelves ot files 


—srtinants 


r Shelve’ books or file saiphiista or 
other similar materials. 


51 Sort and file book charge records 


(SL Register new borrowers 


80: Issue overdue notiows 


ERIC 


§3 Process book reserves 


in loans 


'b Checkout Library materials to patrons’ 42 


‘Bi Verity bibLiogeaphical data for inter- 
= “gt 


we: 


Needed for - 


Present Job. E 


4l 


a: 
3 
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a 
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BO 


Uh 


BIPLOLEES ; 
(NeL71) 

eared Needed, for 
N 2 


2. 


j 


. - .  < ~ | rey cr 


18 


a 
a 


— Ln) ae — 


Mle: 


Loe 


ENPLOYERS ” 
_ (N=92) 


ei - 
Present Job ‘Education 


fee a “tou ae (cnn) e. ° 2 ee oe 
fe _-OURRENT res 

as STUDENTS . a eo ee oe 
hi ee ee dd 

"| Needed: Needed for Continuing Needed for Continuing 
Present, ‘Job Education ~ Present Job” Education 


ieee) 


| ” 
. 
MECHANICAL PROCESSING AND REPAIR OF MATERIALS: A COMPARISON OF 
_ RESPONSES BY CORRE IT STUDENTS,’ BY EMPLOYEES, AND BY SNPLOES 
| CURRENT ! a 
| ~~ SUTDENTS EMPLOYEES — EMPLOYERS 
| (N=76) (N=171) oe (N92) ° : 
Needed Needed for Continuing Needed for Continuing 
' Tralning Present Job Education Present Job  Edueation 
bitte ee a a SO a 
6 Inspect books returned from bindery 32 42 62: 46 5 3 58 
20 Prepare material for binding 9 51 39 6 1. 6 52 ot UO 
49 Prepare pamphlets and clippings for mi de so | 
filing 6 yn VS eS 6007 
0 Type book catds and pockets CT ee 


56: Make preliminary selection of 


materials for binding ~~ Me4s OT 3 0 6 8 &@ Uo oR 
fl Letter and label books . Ce ee 

* 66 Repair work out books or other worn 8 | 7 
‘ Library materials ee ee 


é 
74 Paste book plates, pockets, date . = bye - | . 
‘slips in books : 3304300 9D Cr re en Ys 2 


19 Open and collate nev books 0 SET RD 


am 


four of the listed skills for satisfactory performance on their job. 
These skills were: "Type book cards and pockets," "Letter and label 


books," "Repair worn out books or other worn library materials," and 


"Paste book plates, pockets, date slips in books." Current staat, 
and employees aereed on the need for subprofessionals to type book 
cards and pockets and mo letter and label books, both entry-level non- 
ier easidnal tasks. Employers responded that all of the skills except 
one were needed for* satisfactory performence on the job. The’ one skill 
not ninedea was "Make preliminary selection. of iebseiat for binding." 

No skills received a 50, percent resnonse in’ this category.” This may. be. i 
due to the possibility ‘that all the skills excluding number 56 are basic \ 


ws 


= . bi , : iv] ‘ : 
entry-level tasks-and subprofessionals would receive on-the-job training 


. 


in these duties. 


The ninth job group is "Public relat#ns."" Duties contained in’ 


“his area related to both general and specific abilities in maintaining 


a . é 4 . 
good relations with users. Table 25 lists’ five duties in this activity - 
of the library. Of the five duties,*current students responded to.only 
d , ae 2 : 2 ; 


one at a 51 percent level.*® This was "Plan book displays." Employees 


and employers did not agree that this skill was needed. Both groups of 


“respondents did, however, agree that arranging bulletin boards and dis- 


plays was needed by subprofessionals for satisfactory performance on 


the job. This was the one skill that received an above-50-percent res~ 
\ ee = e 
pohs@ by both. For no skill did a significant, number of the respondents 


need learning experience in continuing education. Surprisingly, a little 


less than a fourth of the former students expressed an interest in 


planning publicity programs as‘a continuing education learning experi-~ - 


ence. — “8 _* © B4 


ea 


TABLE 25 
| a - 
PUBLIC RELATIONS: A CONPARISON Of RESPONSES 
BY CURRENT STUDENTS, BY EMPLOYEES, AND BY EMPLOYERS 


CURRENT 


STUDENTS EMPLOYEES -——-BAPLOERS 
(i476) (N-171) (He82) ¢ 


Needed Needed for Continuing Needed for’ Continuing 


7 
Training Present Job Education Present Job Education 
DUTIES vo 2 Me of me bm £ mS 
J “dange bulletin boards and displays “3516 MBB pe 5 OT 
| 1h Plan book displays ° ee ee ee | 
4) Plan publiedey programs =” 2 WP 6 9 W 1 Ul 
47 Select ‘publicity materials 2 Bb’ bY ee ee a 
67 vate poste «= BHT HY OS 
: i ta | . - \- 
‘ cd 
7 "86. 
83) | ——_ 
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Because the checklist was limited to 92 duties, cach group of 
respondents was asked to list other duties that they performed or skills 


needed by subprofessionals for satisfactory performance on the job. 


‘The responses totaled 245. The most responses were in the "Information 


hy t 


and client services" category of library activities. These included 
teaching library skills to students, lecturing to an English class, 
reader advisory services to children and instructing classes in graphic. 


equipment use, The ones mentimied "are generally considered to be pro- 
.) : 


fessional level duties as were many others. Other skills were exten~ 


sions of the duties mentioned. 
7 4 


The fewest written Tespenses were in the ngtsEOry of "Material 


design, selection, and evaluation" and "Office equipment operation." 


4 


‘The duty of "Developing, maintaining, and selecting a “reference collec-. ie 


‘tion for elementary and high schools" is generally cénsidered to bea, 


ei 


professional duty, whereas "Teking care of the copy machine" is an 


added subprofessional duty. 


& 


It can be assumed that the delegation =e 50. many professional-. 


ye 


level duties to gibarofessioneis is because of (ay! a shortage of help 
in the library, (2) the lack of a recognized standardization of duties 


within the library professio, or (3) a need for reclassification of 


f 
duties. This points up the need: for standa ardization of duty levels and 
also for, adequate professional personnel. to perform:these important 
"4 1: a a 


duties. 


Respondents were not asked to delineate the educational qualifi- 


. 


# a 
cations of employers, but job deseeaans gns were obtained from 40 employ- 


ers. An examination of these job d descriptions shows that all levels of 


sobp prestiewads need a sound general knowledge of library procedures. 


6U 


o.. 
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Sige . 7 a ; . 1 
All of the levels required at Jeast an average, competence in clerical , 


ski ls and mathematics. Many positions ares some specialized know- 
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economics, or social work, depending on “the type of library. ‘Several 
subprofessional positions asked for supervisory skills for overseeing 


= 


pages and other subprofessionals. 
In most cases, the job déscriptions indicated that a strong 


Jiberal arts:background would be an advantage. The job descriptions 


* se at 


1 = 


5 _ _ - ee : ad a 
showed that qualifications for the library. assis sta nt category rand 


from just. an ‘experience requirement, usually 2~3 years, to a “four- “year _ 


college degree; one eaquived.: a master's degree for’a aden assistant 


Puerenons Most required an AA degree ‘or two years of college with? some 


4 ‘ 


library courses plus experience. The Clerk ‘job descriptions Eaneee 


c 


from a ninth=prade education: plus experience to one year of netdiene. 


- 


library technician major, plus a typing-speed’ requirement. Several" 
wanted applicants to be working toward a bachelor's degree... “Library _ 


aides were required to have one semester of library training courses 


a 


with’ several semester hours in cataloging, circulation processes, or 


Library research. 


It appears that Jibrary.courses are important to anyone who 
might pre ee work in a library, no matter what subprofessional level 


he-or she is _applying for and that certain specialties could be an ad- 


o 


leeiere, A Liberal arts background together with some clerical skills 


S 
was almost a necessity. 


For advancement, clerks and Libtary Technical Assistants gener- 


ally. were required to have various levels of degrees. aes courses, 


a 


and/or experience. Experience was usually a ‘requirement in. any case. *. 


=, 


a 
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. : & 


Tt is important. that working subprofessionals have access to the ,educa- 


> tton they need for advancement. Since library subprofessionals are 
necessarily required to have an extremely high degree of education ‘as 


compared with subprofessionals in business and ‘industry, this education- 


a] 


al opportunity must be 


vailable to them in many meaningfal forms that. 


affect the curriculum. 


woe a : 
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responses were returned. 


Chapter 6 


SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS 


Summary 


This study attempted to furm some conclusions about a curriculum 
where Vieele research has been done. The purpose was’ to determine the 
extent to which Library Technical Assistant students at PCC bring pre- 


viously learned skills from on-the-job experience into the classroom. 


‘and whether the curriculum could be so modified as to minimize the : 


al of previous experiences. 

Further, the study. identified the Gontynuine education experi- 
ences needed by former students who work a libréries in: ‘the vicinity of 
PCC and daceemenee wet modifications would be necegsary in the vibrary 


Technology S cetem: to provide continuing, education opportunities to such 


. 


employees. : ; | . | ° 
Data were gathered by means of questionnaires ana checklists ee 


ministered to students currently enrolled at PCC, to former students, to 
/ 
& 


librarians gece directors in neighboring libraries, and to stu- 
dent current ly enrolled at four other community colleges in the San. - 


Gabriel Valley and vicinity. “ee 
I : 
‘For this study, A407 current students and enptoved former stu- 


dents from five community colleges of the San catiriel Cooperative and 


_ 243 employers: (head “Librarians and managers) « ‘Three hundred thirty-nine 


usable current student and former ‘ Beutent Papenses and 92 employer 


64 


The mailings included a ‘questio: :ire and a checklist. The 


questionnaire asked the former students for informaelon pertaining to 
. 


their employment’, while the checklist asked all three groups to respond a 


to 92 duties. Both former students and employers responded on the need j.-. 
‘ ; 2 x ; ‘ i - o Fa 
of each duty for the position and whether it was neede: “or advancement. 


The current students replied whether ‘they meeded or did not need train~ 
ing fo the various duties. (There was five degrees of response) 

The current and re ceutenie ebesendeats ranged in experience 
from andes ewelwe months to over ten years. The seatetene.canged from 


elerk to librarian, in public to special libraries. This diversity 
2 = / 


. é 


ygives, the study a wide range of viewpoints. 


a The first duty category was "Organization of vatersals," which 
a 


included ten duties. .Of the ten, over 50 percent of the current stu- a 


. 


dents felt they needed pevenate in seven, Five of the dutie: were fett 


by over - 50 percent of the power students (employees) to be needed for - 


* 


their present jobs, while six duties were ‘felt by employers to be needed 


‘ for subprofessional powieiona Both employees ‘and napiayeee. were in 
_ E / Se 
close agreement on the skills needed. - Neither employees nor ‘employers 


5 f + 
felt any of the ten were needed for soteinlmeecdueatten.. 


& 


"Clerical routines" was the secobd category of seven duties. 
Current students felt agi wae needed 29 only ig aoerers enpreyees 


felt the need ‘for only one. for satisfactory, pecformance, and euprerers 


felt three. duties. were needed for satisfactory perfo rmance. ° Neither’ 


employees nor employers showed a need for continuing education. Thia Tee 
‘response was probably due to the ‘availability. of on-the-job training in 


4 


ehese> areas. 


3 


te The. third. ‘group was "Audiovisual equipment operation and selec- 


& 


ice ae 


6 
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La 


tion." Four duties were included in this category. Current students © 


said training was needed in three duties. Employees responded that 
none of these duties was needed for es while 


cnnlevece felt that. two were needed. Only about on third of the res- 


pondents worked in school libraries, where there is more emphasis on 
audiovisual materials, which may account for the need in these skills 
being small. 


"Personnel management" was the fourth category, comprising 
eighteen duties. Only:one duty was seen to be needed by current stu- 
dents and three-each by employees and employers. This small number . 


; ; ot < 
shows that supervision duties are at a more professional level becalige c 


-of the ‘value judgment involved. Subprofessionals,. however, do have 


¥ 


_ supervisory responsibilities concerning’ clerks and pages. The need for * 


* 
eaneiniiie edieacion in this area was not stated. 


The. fifth job group was “Acquisition of materials." There 


FY 


were twelve items in this category. | Four of the duties received a 50. an 


percent response from current students as being needed. ‘None were . 


= 


\ “ 


markea by employers as being needed’ ‘for satisfactory ‘job_ performance, . 


on 


while employers felt. five were needed. No. skill ‘seceived enough rés- - 


a ms . ms rig Pd Rs > Fs eae tet _ 
ponses to show need for Cont ineiag education, . The low response was 


e @, 


probably. because ai respondent group: “was not : working’ in = ibraries , 7 oss 


when these skills would be used by an entry-level eunpcones ional. They 


way of 


are ‘skills that requ re either a higher level . af judgment or require ~ 
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‘technician training.; Em mplo eee rs,said that peveediouy needed. skills 


i” = . : ‘ 
: , : . n 


in only the more baal gaa processes of acquistions. - eee: Ss 
~*~ oe . Ha Ee og 
-* In the sixth category, "Information | and client servi ces," con~ 


‘sisted of twelve duties. The. current students showed five duties in 


ca} 


which they needed training. Employees and employers agreed that eight 


g “ . ' a 
: 7 2 aoe 


Se ee a 
of the duties were of a subpro 


ofess ional ‘nature. Again this might be an 
“area that is more professional , in woeued . : | 
"Circulation and interlibrary Loan was the seventh duty group. 
Tt comprised 14 duties. Current students felt they needed ae in 


/ 


four duties: Nine of the skills were shown to be needed for their 

present jobs "by employees and thirteen by employers. eed vas nd indi- 

cati on of a need for conde education, ; / 

The eighth category was "Mechanical processing ‘and repair of. 

EAs ee * - ; 

materials. Molt consisted of nine duties. "Four of the duties received 

a 50 percent. response from current students. ovr duties were aise 

listed by employees as being needed for satisfactory performance on the 7 

\ : s f 


job, while employers ‘found eight skills were Seite, No Tesponse re 
? 


ceived a 50 percent response in this category. . ‘This is probably because. 


‘ 
* 


these are entry-level skills and 1 on-the-job training would most Likély 


A * 
H 


be received. i ee Lo - eg 


' \ e 
\ 


/ 
The ninth category is "Public. relations." uae five. 


dutiés. Current students responded ¢ over 5 percent ta only.one duty, 1 


a “ 
: 


3 


» and employees, and employers: agreed on one. duty as neeifed for! eurte factory / 
4 ie 


Job performance. re skills were shown for continuing education. 3 


/ 


Since only 92 duties 1 were listed dn the «checklist, ‘the respon~ 


“wd 


# : A a 5 V3 f . ; . 
dents” "were asked to list’ Ener uties tha? ‘a subprofessional was ex-.. 


pected ‘to petform. Many ‘of these skills fell ato ‘the’ professional, level, 


such as “teacbing variousduties to classes. Other duties sda eoas 
: . ; ; : \ : 
sions “of those mentione .d. ‘The large ‘number of : we. that are. gene rally 


Feat 


: _ 
‘ classified as cure ofes cca duties might show a. shortage | in ‘staffing, 


“lack of standardization of: duties. in “the Library’ field, or. the ‘heed ‘for . 


So ow = aah, 


bat | 
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é woo 
reclassification of duties. 


The duties were divided int 


’ * ‘ ihe 
into nine library activity areas and the oT 
three groups of respondents were compared with gach other 


gories were: ; Veegaeaae ou of ma 


The cate- - - 
\ is 
and selection; 


erials; audiovisual Paeaunens 


operation 
Cleric al routines; Personnel management and supervision; 
Acquisition of jpabetieies Information and aie. services; \Circulatiog 
and (arenas Aaee techanloal peodessine:. and bavate of \materials 


’ 
and Public relations 


SEGRE of the per: 
ee 7 ; ty \ 
\ a 


. \ . 
2 * i_ 
ss 7 i 


i ss ya 
The duties were also ranked in order of the per- 
centage of need. . 


aol 
i , 


a / 
\ 


pene findings Fhow, fi “BE of all, that ae present pevhern es 
instruction cequires’-nany euiesnes ‘to repeat in she: ‘classroom wi 


fee 


“aye already mastere 


on the, job 


sat . they 
i on te. $0 
. 20 toy 50 percent of, t 
/ 
| 


For example, as shown on Tabl e 16, 


he current students with previous experieng 


. 


their ‘opinion, a no tedining for 58 (sixty-eight percent)” of -the 92: 
duties were ached aS ones for heck 50 percent or nore a® thal otudente 
needed ‘training. . oO 


tae 


oe § 


Bog 7 
‘ 
« ‘ , 


ae © 4. he 
‘Seeonilly, if|individual units of 


ae 4 


inseruction, were offered in a. 

/ 
different pattern, \s ae repetitious learniitg could*be 
lar approach, sregented under 


at Recommendations, 
: 3 . ‘ 
a ' 


reduced. 7 

will ‘show how this a 
oa be ‘dones.. 7 7 
_ . 7" 1 hee 
meet the continu: ng eobegysen needs of c 


_ ‘Thirdly, to, 


ployed’ former students 


a. 


svat least three approaches are. nedess: ty 
Some indi 


F «h 
viduals: need whole courses” ‘as. Presa tly 
et ; . % ° 7% _ 
oiferad. | Fo 


a 
« 


For example; in the Los: Angéles Cc 


ney Pub: 


a s af ; : 
" 'yeré found to be! absent from the’ curric 


AY 7 : Library ‘System to adv ance from Library Aide to Library 
si Technical Assistant, one needs to complete two courses got 
*. * a 7 / : : + 1 SP 
Zi (six units) of Library Service., - ty ; 
F . e . a pee 
fe ’ ; —_ 
i b. Others nged:skills that are currently covered only as 
7 oF —s individual units-within existing courses. (Table 36 . a 
* a : . ; i i . Pa, . ‘ By 
a of Appendix G identifies'the skills that are covered ° 
eg in the-curriculum at Pcp.) | : ‘ neces _ 
J c. Still others ‘need ski114 not covered ‘at a4 by exist- | i 
/ * ing curricula. These are largely ' Wwrite- -ins," at the .  , 
a. : . ‘4 d of the checklist... / Ofer ant 7 
7d me ae J . ae re ; ; - 
.S.. , 4 Finally, ‘those auties identified by enployers ‘and edad as. 
: iy . oa - - - 
aha mg being, necessary for satisfactory performance Tus t be included fo the a Path 
bd . i? 
i tye ie ‘ : ais Os 
o ‘curriculum. As shown on. abies 32 and 33,. 48 ‘of the duties Ww re marked ce 
«by 50 say ia or more of the employers as. sawend ay) fue sati factory. 7 7 
: ee a8 / ooo 
Le |" performance. On lyf 30 were so mayked by 50 percent) or ‘more £ the, em. “s 
a mt a | . i : é \ | - 7 
-[) : ployees (Table 52)’, Twenty> even_ (29. 3H) were marked ‘by -hoth, aroupe. Gs a 8 
| 7 Me sg oe Og : { : ; ‘ ’ 
5 Le “ : a : t; . : , | | are, oe) Mee _ ¢ , oe . . 
is / ~ Recommendations ; Ne ; — nA ce oe 
ns ' Based on ce cen | and conclusions of the study, the following’ 7 
F ai i i 1 Ne 3 \ is o - . se , 
wo mapa bites pti gs Ac bod aes oe F: er Noon ie 2 , - 
recommendations are . ade: : ; Meo io set 
ea — ~ 7 : & nf r ae - a is a : : , ‘ wae 
: a ‘1. The, curriculum should be redengategceg. spat stuients with ot a 
+ i a e ; a) i 
. _on-the~ =4j0b exparience ‘can acquire individual BeADiac ete having. to. ie ce 
fog *. L ‘ “ 
, Z s° f “i ‘ ’ oa 
: take complete jcourses 4 in ech as cae bhey have alre, dy fe quited. , 
= a - ! = z . 
2. the curriculum ‘should be revised” to, (incorporate the ‘skills Se aes 
: i ; * ae oe ; 
ae * that are not /now ema ee ‘that employers. eee have “Bhown : 
ps3 ‘are necessa ary. for. satisfactory performance. At ‘Pee, (the following skills: ‘ 
ae * - a oe a —— : ° ee Ls 3 ; ' ' ae ie 
vere “listed by 5 Os per sTeent or more of" ‘the een loye ers and..employees, Yet. a. 
oa ces : wd A 2 : * . a Pe ft 
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24 explain the arrangement of the library. 
34 help readers use the card catalog. 


53 process added copies and new editions.. 

These should be considered for inclusion in the curriculum, 

Another three were listed only by 50 percent or more of the employees, 
as follows: 

7 organize ard wnaintain information files. 
” 28. explain the resources and services of the library to 
patrons. 
_ 42 supervise student employees and pages. 
a Five others were listed by 50 percent or more of the employers 


as follows: _ . 


+ 


19 - dnepect films or records for wear or damage. . 
59 take inventories of supplies and equipment. 
4 ji9 open and collate néw. books. aa 

. 83. process bosk reserves. 


88 type and verify filled book cards: 


Jee 


Each duty -in the latter two groups should also be carefully con- - 
sidered for incorporation into elie curriculum. Of lesser ATOR ERNER, but 


still aeemn consideration, are 24 other duties chee: less than 50 percent 


a. 


of the employers afd énptovess Sete were necessary for satisfactory 
performance: 
1 classify pamphlets. 
9 ‘plan and supervise book inventories. 
13 determine supplies and equipment to be purchased. 
17. train and instruct new clerical employees. _ 
18 plan and conduct story hours. . 
21. revise filing done by others. 
' 26 select titles “for inclusion in book: lists and biblio-_ o Vere 
graphies. | 


32. prepare payrolls. 
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33 splice film. a 
35 prepare statistical reports, other than circulation 


statistics. 


36 supervise pamphlet and clipping files. dss 


43 participate in selecting clerical staff. ; | 
44 be in charge of a department, such as circulation. 


45 supervise clerical workers. _ 

46° coordinate work of parent-volunteers. 

55 maintain cash records. 

60 schedule classes in the aaDEa Ey: 

70 be in charge of a ‘library pean supervision by a 

librarian. . 

e 71 participate in book selection meetings. 
73 make indexes of special materials. ~ 7 
81 supervise interlibrary loans. - 
84° verify bibliographical data for interlibrary ibene, 


90 prepare work: and time schedules. io 


Finally, the duties employers and employees added td the check- 


list shoutd: be gong Senee) for. inclusion in the acrcaias | A followup 


Brady: should be sade to. determine anteh are truly ora atl duties 
/ : 


and which ace performed by enough personnel to warrant | thei ry. inclusion * 


/ 


in the curriculum, ere! ° oy 


3. The course work in the Library Technical/Assis stant program 


needs to, be ees to allow students to work independently of one 


; another. One. way ‘to implement this. recommendatioi is. ‘through moduler 


instruction. This approach should help to ‘reduce’ repetitious jearaive 


for Library Techn ical Assi ant Reusenles) Alt pray fone aeespicor and 


fo ormer _ student eophoy cee who need Library Science course work for up- 


grading and updating. their, skills; cin other words, to “provide opportunity 


for wontintins paucae dh? ‘The. purpose of such continuing | education is 
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a 


proach, ie Shudent will be able to: 


wae 
Fis 


to acquire new knowledge and basic skills, to update basic knowledge, 


to make a transition from one area of .library service to another, and 


to acquire greater depth of knowle 2dge and skils in one specific area of 


library service. ‘The module, a eae development in its early 


stages, offers a distinct opportunity: to effectively achieve individual- 
ization of learning. It is a self-contained and independent unit of 
instruction with its primary focus on a few well-detined objectives. A 


advantage is that it can be used to effect changes in curriculum 


fo 
+ oe 


structure. In Creager's The Use of Modules in College. (1971), he stats 


that modules range from one or a few modules inserted into a traditional | 


course, through complete courses that consist of‘s prescribed sequence 


‘ 


of modules, to courses ihat offer the student the cheice of a certain 


number ‘of modules among a large set of modules. Regardless of |the, cur- 


pean structure, ‘modules can be eeu to enable a student to master 
skills, to comprehend concepts, or to change attitudds... Using this ap-_ 
1. participate in the one process so ise his commit- 
nen to the cask is Likely to be. enhanced. ew 
2. have full ssutvet of the rate of aeddycand progress 
-at his ban pace, 


3. not cover materials alre eady fam liar, to him. « 
. 


4. lessen failure. .by mastering each module co mpletely 
before proceeding to the next. 
5. develop a sense of responsibility for his own learning. 


a3 iF aheee 


. Modules standing on their own do not fit inte the present state of cur- 


riculum development. The college is built around courses, therefore | , 


within this structure of courses a varying arrangement of modules can 


8 
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be placed. Fach course will be made up of a number of modules. Stu-. 


dents can be required to take all or some of the modules. The student 
should have the option of not taking a module if he has previous ex~ 


perience and passes a test. A diagnostic pretest can be useful in> 


= 


determining the student preparation. Outstanding performance on the 


pretest may indicate that the student, need not take the module. The 


modules themselves will vary in length and complexity. Although the 
sample of a module in Appendix H does not show ae prerequisites for the 
module, others would; an example, is more technical courses such as cat- 
aloging. Modules in ich basic skills are learned would be ederdqui= 


sites to modules that cover advanced skills. Students will be allowed 


= 
= 


3 : a we i : 
to complete a module by testing to, demonstrate mastery of the objectives. 
} 


A module can contain the following listed components: 


. Instructional objectives 
» Instructions 


. Information sheet — 


ye 


.- Pretest. 7 . 


1 
2 
3 
4, Source and resources 
: 
6. Assignment - - : 
7 


Posttest. 


“An example of a .module on the Card Catalog will be found in ‘Appendix H. 


4. For conti inuing educatson, the nodule approach may also be. 


a 
2 e 


of pais being equivalent: to a on re can-be taken in 


4 


any order except that basic modules: would have to precede advanced 


f ¥ 


‘edwlee: In other words, a student could take, at his own time and 


8 


place, a certain number of nodules that would be equivalent 1 to a cours e,. 


*% ? 
newts * 


complete the Serr Rea thet report at io “upgrading: = 


5. ‘To comply Mes 
- \ 


the American Library Association LED statement 


‘sirable to standardize the duties: which library technical assistants, are 


i. 
-expected ‘1:0 perform and to delitieate two or three levels; of bork witnta 


“San 6 Gabriel | Gommuni ty Colleges library cocpenn tive. ., / 


: so! | 


i "Criteria| for Programs 


2 


of velicy régarding coftiduing education in 


! t i 


to Prepare Library Teghnical Assistant," program directors auld per- 


iodically qheck with Lwioyeee on the speci te dities ere ma 


support personnel and. on other upgrading needs . Even though advisory ! 


! ae : 
committees exist on ¢ommunity college canpfoee, they do not necessa rily : 
iH ig 


check with empioyers on, the on-the-job ae é “ : 
4 H 4 ¢ 


i 
i 


o Se oa! . at 
and recomm ndations were examined by the 


gone lus ions 


‘Lay Advisory Commit tee for the Library Technology Program at Pasadena 
: | i 


City: College. “thdve was general agreement, that the conqlusions and - 
i 


i 
céeounengaedeus se sound. This review panel felt’ that 


a 


it would be de~ 


« 


i | 


Te 


i . 
the library ree assistant classification. This is a matter which 


is beyond the bape of this study but is one to which the library pro- 


[ 


fession at large s should address itself. 


| 7. 
ecommendations have been forwarded to appropriate adminis~ 


These 


- 


“” 


trators at ee City College as the first step in ‘implementation. 


aa 
Full implementation will depend upon faculty members finding sufficient 


i . 
time to develop and refine the modules. eenase of the large amount of © /- 
; Ll 


7 , ~ anges . 
time required, it may be necessary for the college to provide 1 2 y 
e ee ge ee, os ne 
for further development of the curriculum. The findings of 
. a a. oe, ae — ae 2 
study will also.be given to. Mr. William Grainger, Chairman of the Separt~ 


| 
ment: of acre Services at Pasadena City College and to the otter. £ four, 


eee 


directors of eeey Pechopaeny Programs at ue ‘colleges seryéd by the 


A 
fo 
a é 
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ae PASADENA city COLLEGE LIBRARY. ig 
1570 East. Colorado Boulevard eg BERS a 
Pasadena, california 91706 oF Fe ey, 


_* ans 


4 
“aM 
sy 


4 
‘Dear Program Director: 


“Willian Grainger _ asta ‘that you would help me ‘with this catudy. at 

Pasadena City College we have: ‘found that many of our students are frus-. 
trated nd annoyed at. having to study units, of instruction which repeat 
what: they have already learned. on the job. | This’ study. will ered ; 
the. extent to which students at Pasadega City College and § yurre nding . 
-community\ colleges ‘bring relevant on-the-job experience to bhe ‘class-_ 
room. ‘The study will also ascertain whether the curriculum can al 
modified in such a way as fo minimize the’ eee of eee 


_periences. 
1 


‘sy 


which are: needed: by. employees who work in neighboring libraries at the 
‘ subprofessional or ‘intermediate level as distinguished from the cléeri-*. 


further, the: study will identity those racine Shicakion experiences 


' 81 


cal ‘and professional levels,. and will determine what modifications. will). 


‘-be necessary. in the Librar Technology Program in order. to provide con= — 
thpoing.. education. oppor tut ties for ‘such: employees. : 


) a 


7 The purpose bf. this letter is is secure your participation in this Cmeuay Fi: 
as a director of a. hibrary Technology Program. + Would.you please give’ boas 


‘enclosed questionnaires to your faculty.members sp. that they. may be . 
. filled out+in class by your currently. envolled students during the “week” 
of January 12-16, 1976. ‘The questionnaire may appear to’ be rather 


“lengthy. HOWSVER: at can be psa ictee in just about fifteen minutes. : de 


Oo ae * 


I am not sure of the. exact number ‘of “students and faculty riembers in. i. 


your. program, ‘but T am enclosingseveral letters of : instruction for” 

faculty members anda quantity of student’ questionnaires. If you need » 

more copies. of either, please | make .additional] . copies. as aecenner ia 
1 


at 


Please perurn the questionnaires and: ‘checklist during Se week of: sii y- ae 


19-23, 51976, in the enclosed postpaid envelope to Mr. William Grainger ,' 
es Chairman; Department of ‘Library Service,. Pasadena. ‘City College, sie E st 
peorgrace Beitoverrs Pasadena, California eine “," ; a 


2 


%. a = ae 7 : . Corgialty — : “ 
: a. a er se 1 hp - 7 
— Lae Pe ste ‘N. Green ¥ 
. pg Rs Director of the Study eas 
Encs ; . | | | 
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“PASADENA CITY COLLEGE LIBRARY — | | 
1570 East Colorado Boulevard -- — - ae 
Pasadena, eolitavaNe 93106 ; oo, : 


Dear Fac ult ty. Member 


The director. of. your iibrury Pechnotony Program indicated that : you ence 

help me with this study.. At Pasadena City College we have found that 

“many of our students are frustrated. and -annoyed at having to study units 

of instruction which, repeat, what they have already learned on the job. j 

‘This study will determine the extent to which students at Pasadena City 

College and surrounding community. colleges bring relevant on-the-job Ue 

-. (experience to the classroom, The study will. also ascertain whether the | |- 

“°° gurriculum can be’ thodified: in such a way as to manamtee the repetition 
7 of prior experiences. a? es & 4 re . sine ae ge 


The purpose of this latter is to. secure your “help.. Would. you: please Su Oy, ly cae 


ae _ disseminate. the questionnaires to your students during the week of Jan-. 7) 
oes. * wary! 12-16, 1976. - Please Have them filled out in class and returned to ws 
eo os. you. Return all questionnaires to your program director so that they po 
sa. can. be returnéd to me during the weak of oe 19- -23, 1976. to 


“Thank: you for your cooperation. Tt is very moran. to get this infor 
mation during this time period. 


~ 


Cordially’ yours, ce . oe a 


a a 5 Fa. es : ‘sylvia i. pee 
~~ ; sos ‘Director of the Study~ . 
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7 "QUESTIONNAIRE “AND CHECKLIST FOR | ay 
y LIBRARY TECHNICAL ASSISTANT STUDENTS ° a 
as : ion 7 a , 2 . tals 
\c ee va . r, 
a ° acy = pO 
i : Fo 
. I : ie . 
r e A 
a ? r 
: 
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pete ee 


ree 


LIBRARY TECHNICAL ASSISTANT STUDENT QUESTIONNAIRE — 


Answer thi's- questionnaire only 
ponded, do not mark this one. 
Your responses will be hélpful 


nee.. 


-improve the curriculum. 


a 


Please ‘check’ the following: 


1. : 
. 2. 
ae 
‘a 
& 
7, 
4 a 
ay 
cf 
5. 
i 
\ 
‘ 
ee? 
c 4 
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Are you now working in a library? 


- or most ‘recent library job, and go back, Ain time.. 
line’ for each job held... 


No 


Yes. 


ie) If you have already res~ 
Return it to ‘your. instructor. 
to faculty members who want to 


If not now working in a library, fave you done so in 

tthe past? "Yes. Nos > e - ' 4 

If you answer. "No! to both questions above, please’ stop! Hand in 

the questionnaire: If you you answer "Yes" to either question, “please 
‘continue. : ; = ; ‘ 

List the libraries where you have worked. Begin with your present. 


Use a separate 


a 32 - 7 7 .' ‘Dates — 
-e 4 ee : ae ae From ‘To: 
- Name of Library Job Title | so (fo Yr). (Mo/Yr) 
7 . _ : 3 - , | oa ici | = 
/ = : & F _ an : 
L. areee eee " — oaerins a 
‘Respond to the ead oe. eheckiiee.* After you have marked’ the qués-. 
tionnaire and the checklist, . please return them to your instructor. 
‘So that we may follow up, if necessary, please, give your name: and 
other. information requested. below: th . 
mame. eed a Bo od 
“Street Address: 7 : 
‘City: —_ _ Zip: = 
‘Telephone No.: a . 
/ . : 
Vet 
4. / 
* 3 ak, is 
5 
a - : ; i 
jo —_ : 
112. : 


and Sub- Professional Duties. in Libraries (Random Order). 


—. _ CHECKLIST FOR STUDENTS: ? 3, a Sy FT ages 


I ‘already had experlence. 
was needed. 


a 


No training 


2 = | had some experience, . but. 
additional Araining. 


| needed 


4, -or- S In hiont: of each of ihe following duties to satire work ‘expect 


brary Technology Program, 


= 5 


Please r<spond to all Ttems. Leave no blanks. - . “ 


4 - ‘| had no experience, yet “Weald nok feed 2 a 7 
: training. i * . z 
= doce of ‘the above. 


7 


3 - b-had no experience, and | needed t-alnlry. 
\ _.._. Classify pamphlets ; a Prepare. pamphlets and clippings for F1Ving 
fae! __ «Schedule shelf reading ; : _____ : Type book cards and ‘pockets 
be + Explain-lending rules ma Sort and file book charge records a 
ta Pre Haintain interlibrary loan records ____. . Register new borrowers - Pose 
____ Maintain checklists of magazines and serials. ___.' Process added. copies and new editions” 
inspect books returned from bindery _____ Hake shelf list cards 
"_ «Organize and maintain information files’ e. Malntatn: éash records, : 
__.. Check out Iibrary materials to patrons ____ “Hake preliminary selection of ‘mater tals for. oe 
| _ Plan and ‘supervise book: inventories binding: : aoe i 
a ___- Arrange bulletin boards and displays ___ Assist-in taking bopk Inventory — 
ae ; _._ Sort, open or distribute PAeOMInS, mall and ___. Schedule and record loans of audio-visual . 
an "packages Ge: . wee materialls ; 
eee Sheek ‘trade bibl fegeaphiies” for ‘ander information eee -Take inventories of ‘supplies andl cautonent 
\ oe Determine suppl Tes 2 and equipment to. be. -purchased ° = «Schedule classes in the- terney” 
vi se Plan hook displays % eas Letter and label ‘books, | : 
v “a1 «Check ‘catalogs and shelf lists for headings ~_._: Use. indexes’ and catalogs for locating detailed a 
=. Supervise sub-professional, employees “> bibliographical: information, for wet tyi08 Penk. 
oat o° J Train and ‘instruct new clerical aapleyecs orders. g ‘ 
ine __, Plan\and conduct story hours ; _ CGive patrens directional Information. es 
cc Inspect films ‘or records for ‘wear or " dainage “OF ind, specific; books on athe shelves for patrons, a 
— Prepare material for binding . : Supervise shelving procedures =. . 
_ Revise. filing done: by others - Repair worn out. books or. eener worn library 5 
015 Supervise: order °and snpesrence of shelves” materfals on | od PR ; as 
___..' File catalog cards -, AL Hake ‘posters, hice 
____. “Explains the arrangement of the library , Establish ahd ‘supervise order, pformation files 
- Check order’ cards, with holdings oar out- Plan shelving arrangements 
= " >» standing orders j ™~__ Be in charge of ‘a library: without supervis lon’ % 
". Select. titles for inclusion in vob lises “ by a librarian kt 
7 "and bibliographies a Participate In ‘book selection meetings 
- a Catalog fictidn’ with minimum supervision ; . Answer simple reference questions ‘ 
f Explain: the resources: and apervilces -of the : Hake. indexes ‘of special mater lals ‘i 
> ibrary to patrons . « © ‘Paste book plates, pockets, date slips.in books : 
ot Order Library of. Congress or other printed cards - Typé catalog cards from main, entry card : 
— Remove cards from catalog and shelf list when | File order cards’ oe 
: _ withdrawing lost or worn out materials ; Search for ‘simple en bibl tographical. data’. 
‘eS (Diseharge: books ‘returned from circulation. ars : Operate ‘audio-visual equipment . — - “ 
_.. Prepare payrolls. . Open and collste new books ; ee 
“Splice film 2 -__. Issue overdue notices aor carer 
~~ Help readers, use the card catalog. gece. JL «Supervise interlibrary loans. ag 
—. Prepare: statistical: reports,- einer than. elre “ __._. | Follow-up on outstanding orders that. have not): 
‘lation statistics —- ~ been properly. fliled et. foe 
een Supervise: pamphlet and eltpptna: files i “Process. book reserves | - . ae 
~:~ Revise catalog cards typed by others. * ‘Verify bibl lographical ‘data for “Inter ibrary Voans 
F —_— Shelve books or: file spanenists 4 or “pener _ Receive and record fine’ money, ay aa ‘ 
“+ . ‘similar materials... 3 — a, __: ‘Type orders ‘to dealers, 
coe NS Asstgn. Gucter numbers . _. “Count and record. circulation | statistics: arog. 
=m Plan publicity programs ;” Type and verify filled book cards aa ae 
:  Resdy the circulation desk for day's work __ Check lists of materials for purchase with the : 
fos Supervise student employees end pages a > card catalog | - : ; ; 
® —-_ , Participate In selecting clerical staff a) __. Prepare work and gine: schedules : pee 
1 Be bn charge of a department,’ such as clrcula- __r_’ Claim missing Issues ‘of magazines a ee ae 
sis ‘tion Verify and appr ve invoices 
’ _.. Supervise clerical workers i . ‘e ; 
: ___. Coordinate. work of parent=volunteers List other dutte and mark. them 1 to St 
-_ «Select publicity materials ° ) 3 : 
“ ~SCORead shelves or files: 
4 
: . 
. / a 
: Le ea 
; a an (Continue | ‘on. reverse side, Tf necessary. y 
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; . _Quedtsanndire for c. Former. Students / - 
Note: If yeu ‘are. not “now working in “a libeer please check here . ee Pa 
Pa te )} and return the unmarked ‘quest tionnaire. and checklist : 
ae : in the. enclosed post-paid envelope, ro Mes, Sylvia Grean, | re an 
Pasadena City College Libra: 1570 East (olorade” Boul e+ . ag, gS 
. 7 e 8 Fog _vard, Pasadena? California - 91108. a ; a ee i 
; : Dear Former Student: . : y el : ° 
' Your’ “peal has been given tome by one of several ‘Cali forn a junior colleges: a5 4 per . 
gon who was formerly anrolled in a Library Techaclogy progran You .may_ have taken a. whole 
‘curriculum, or studied only one or two courses. In any’ “ease, your responses” ‘tomthis. que: 
; 2 tionnaire will be aspecially helpful fo: evaluating and _improviag the Library Technology 
% - ' * ‘programs, Host of the. questions ‘may be anawered by a check mar a circle, or 3a word or. ee 
a ae \° . two. The few minutes which you spend in completing the questionnaire will be beneficial ace 
: ae a ra to the college which you attended as well as to future students, Note that yo a ; 
ae 7 pret! LyMOUS , if-you wish, by not signing thé questionnaire, Please return it within fide 
a ‘"days in the enclosed ‘envelope to Mrs. Sylvia Green, Pasadena: City Sollege tibrary, 1570. " 
D | East Coldrade ‘Boulevard, Pasadena, California. 91106. ~ 7} . 
, | ; “ee ; = ee oe _ eneecaly yours, ° 3 
- | a. oo oo Sylvia’ Green, Director of ‘the Study: 
ore | a= = SE aes ee = - _— | 
o ae = — : ; “ 
, 1, Name of+ junior college attended for library training: _ pi es : 
re a . ee Sa = ” 
‘ . | ides Dates. of- enrol iment in n junior’ college Vibrary courses: . From ote 4 See eee, 4 
; a vl : ‘ : ad ‘ : “ oe - = ae = 
aa, wee | ga. How many semesters ‘were you enrol led?. — What was your major?: - : a 
ge Se a “b. -Do- you have an A.A. degree (or its equivaient)? (Circle) Yes. No “Sheet degreez, ; 
. ee Se “es° Did you receive a. Library Certificate of Proficiency: "(or its equivalent)? Yes. No- 2 ao ™! 
. ae d.. Approximately how many semester,units of: ‘library courses did, you complete?” = one in 
ce ig Le. Did you follow a recommended ‘curriculum in: library technology, including ' ‘nori~ “Vibrary’ é 
: : | “~courses such as ‘math, Engl ish,, data processing, typing, etc.? Yes 'Ng Pie gh ‘ 
’ te f. ‘Did vee complete. the full: pregram of ae courses offered? | _ ves. beg ae: 
S :: Ps 3 ie Tee as eo ka : 
2% pe fe 3, Have you: dt iended~other ‘col legies? Yes: No ae ‘yes ‘i _ please ‘Vist ther t below: " 
re whe ee ee oe eee ett + ores ee se unr apes on, > - 
; eee ee eee a ae — 
bee ‘ Name of of Institut ution. . ——Dates of ‘Attendance Major ae “Degrees Rec'd a oe 
et ee Re 4 a is relat wha : . a = Dh g . , 2 3a ot = . i Cee 
— i“ isarie Me One e, a a < 
. : mies ae 2 j aa : i 
: os ’ . wy * Te rae ae © ‘ . : “ 
p * : Fe PRP a | | 
Cae : 7 t . se a von 
: is oe ks “List the iibrectas where. you have worked. - Begin with your, present. or, most’ recent so 
‘ ’ 7 28 "and. go back in time, Use’ aaseparate line for each Job pele oo . ae Dates = 
‘ sa. 8 gq eet aia ' oan oe ; A From ‘ . 
ae tx : age ‘, . ‘ \ 
: _..Name of Library oe a Ja8: Tithe 2. ee Le aoe {te neve) 
‘ . 2 ee, 
sabint ease! = = ; re i‘ . aed i 
Log ‘a : \ - * a 
e Fis = —}—_-—- 
Qa ok % ye . a . a . 5 
- , Bs What is. ‘the highest, ,pecupational goal or ‘position you hope: to. attain? ram 
ae. “6. Do+you plan to continue your education? Yes ‘No “What-degre ee or. cereltieste ‘éo > you, hone 
Sie ; to obtain? eat ne eh : 
Be 
: ee l sa7chedl SeCTAT ERE vou Has arked the: ques tionnalre and the 
veheeklist, cisace return to Mrs, Green at the above address. 
: $a that we may follow up,- if necessary, please. alive your name “and other Information 
oe oie Bernie th | - a te es 
can 4 : . ari’ ae pag es . ae at or ae ede 
o "Name? . ron Ae i ot woe OF  ! “ ® he Ae 
‘Street hidvens: 
ot a . : City: 


eee “CHECKLIST: FOR: FORHER ‘STUDENTS 


a ol, 2 2 4 een is 
(ERRLOVEES). page 


s_(Rand: om Order) 


Checklist of of Clerical: and Sub- Professional Duties in Librarie 


To. the Employee: Place a. beck wane (v) in front 


opinion, are needed for. ‘satisfactory. 


_ system: or for obtaining a higher-level aus ~pro 


blassify pamphlets: - 
Schedule shelf ‘reading 
‘Explain lending rules + -: 
Malntaln interlibrary loan records 

aintaln checklists of magazines and sertals 
Taspect books returned from bindery: i 
Organize and maintain information files 

Check out ‘library materials to patrons: 

Plan and supervise book Inventories | 

Arrange bulletin boards. and displays”. 

Sort, open or. distribute incoming: mall and 
‘packages ve. 

Check, trade bibliographies - Aa order haformetion 
“Determine supplies and mavtpaant to be par chesed 


ae . Plan .book displays’ 
‘Check catalogs and shelf lists for headings. 
Supefvise sub-professJonal employees 
Train and instruct new clerical saa 
e Plan and conduct) story hours 
‘Inspect films’ or records’ for wear or deenge 
a - Prepare matertal for binding - . — 
: Revise filing done by others . 
Supervise: order. and appearance of. shelves. 
. File.catalog cards 1 
. » Explain the arrangement ‘of the library: : 
bash . Check order:cards ih i ho} dings, ‘and/or oute ae 


standing orders 
Select titles for: inclusion. in book: lists. a 
and bibliographies. . i ; 
Catalog fiction with minimum giperstaton: ae le 
‘Explain the resources. and services of the f 
library to’ patrons ° rae 
/Order Library of Congress or other printed ‘cards 
“Remove cards from catalog and shelf “tist when, -- 
_ withdrawlnig-lost-or worn-out. materials: Mae at 
Discharge books returned from ‘eifeulation 4 


| I ae tt i | init : 


Va + Prepare. payrolls ; 
. SS Splice film: 2. * Ee ae be 
: ™ Help. Feaders’ use the’ card, catalog * 4 : 


Rrepare ‘statistical . reports, other than, bireue ae 

o Tation statistics “ e: \ a 

. Supervise ‘pamphlet ‘and ‘clipping files 2s ee 
‘Revise, tatalog cards typed by others (¢ "+! 
Shelve! books or fll mphlets . or other 

simi dar: materials : 

“Assign Cutter fi bers’ °: - 
Plan-publicity proacans 

- Ready the circulati ond desk for day's work’ 
Supervise student anit yeas and pages | 
Participate in selecting erical staff 

ae in ‘charge, of a department) such as circula- 
tion: 


Ma Mu VL 


Peg! as 
v7 2 Supervise. clerical workers ” : 
___. Coordinate work of parent-volunteers 
i _ Select publlelty materials . 
- (es “Read shelves. or files 
in| :) a ee 
- a a 


re per formance, ‘on your ‘present job. . 
«. » check (v~) those learning: experiences which, would be hélpful'-for your con 


education. either for. advancement to a higher posit 
fessional Poston elsewhere 


comers = ee 
a ‘Prepare pamphlets: ‘and sitantnae: for 


“Process added copies, and new, edition 


Maintain cash records 


. Supervise” ‘shelving, procedures ” a 
. Repair, worn out Boks: or ‘other worn Vibrar; 


' Be tin charge of @ library. ‘without gupervistor 
J bya Vibrarlan 


~Search for’ simple ‘trade. gretiogeaphtea “data 


- Process: book! reserves 


in your 
ible=. 

tinuing * 
in your library or- Nibrary. 


‘of. those skills which, 


Do 


ion 


Type book cards and- pockets. | 
-Sort and. file book charge records 
Register: new borrowers: .’- 


Hake shelf listscards: 
Make preliminary selection of mater tals ‘for ©. 
“binding . ee a 
‘Assist In taking book Inventory. - , 
Schedule ‘and record. loans’ of eudio-visual.” 
materials 

Take’ fnventortes of. supplies and equi pme ne: 
Schedule classes: in the library. me 
Letter.and-label books: : 

Use indexes and catalogs for ‘Vocating. det i Te 
bibliographical. information for ee : 
orders - os 
Give patrons directional jnforestion we 
Find specific books: on. the shelves for pid 


materials ’ : 
ro 


Make posters ‘ -_ a 
Establish and supervise. order information files 


Plan shelving arrangements - 


Participate In: book selection | m ings 
‘Answer -s.imple reference questions..." ©. 
Make indexes of: special materials ~*~” ioe 
Paste book ‘plates, pockets, date silps In bales 
Type catalog cards from. main engry card . 4 
File order cards. 


Operate audio-visual equipment 

,Open and ‘collate new books |. 

Issue overdue notices - : 

\Supervise- interlibrary loans. ; 

“Fol.low up.on outstanding ordérs that haven 
been. properly filled- ; gh (apa 


Verify bibliographical data ter inter{ibre 
Recelve. and record. fine money, , mM 
Type orders to-dealers |... 
Count and record ‘circulation. Statistic 
‘Type and verify filted ‘book cards - 
_ Check: Lists of. sl eda for purchase with hi 
card ¢ og . 
Prepare ‘work | aid time schedules. ae 
Claim missing Issues of magazines. i: 
Verify and approve lnvol ces _ we 


other duties: and. check thenias. abc 


: 
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oe |. PASADENA CITY COLLEGE LIBRARY 
570. East Colorado Boulevard 


Pasadena, California’ ‘91106 


ff . : 2 y poo 7 - - 3 a 


ea. 
a F : ra a ‘ _ : . . ED ak ok 4 7 _ = ; : — 
\ oe 


Dear Colleague: 


owe - / . 
rn Faculty members at Pasadena ‘City college. in-the Library. Technical Agsise-S 


tant: Program have found that many .of their. students are frustrated and . 

annoyed at having to study units of. inst¥uction which repeat’ what . they 

. have already | learned on the job. am study, is. currently underway - to 

1". determine the éxtent to which students. ati ‘Pasadena City College and - 

mates! ogg surrounding community colleges bring releyant. on-the-job: experience. to’ 
on ‘the classroom. ‘The study vwi ll: also ascertain whether the curriculum 
can be modified © in. such a may ‘as .to. - mapiitiize the. eepeetesan: of ‘prior 


experiences. ee ay sata 70 a a 


7 _- Further, the study» ‘will edentify. chGow coneinutaa wid experiences 
ae ee :which are needed: by currently employed graduates of a Library Technical’ 
' ‘/Assistant Program who work in. neighboring libraries at the subprofes- | 
Se sional or intermediate level as ‘distinguished from the clerical and’ 

SPT a | ack ‘professional levels, and will determine what modifications: will’ be: 
education. ceca for such. enpioyeer= : 2 

. : ry eo ie oat . * “s 
ee , The ‘purpose: Of this: etter. 46 to secure your eae ip ee in- Ais study | 
Hi ee as an employer or prospective employer of library paraprofessionals.” | 
tte Although ‘at first. glance’ the checklist; may appear to be rather. lengthy, 
Sores ™ * 2 Le can be. “completed. in just about “fifteen. minutes. 


a | ; : + & . a Nad 


When you return the ~~ .. 
‘checklist. will you also please send job descriptions. for. your, library! ae 


‘ necessary in the Library Technology Program in order, to. provede crim 


~“subprefessional positions. . 


4 brary Apney ebeeai . 


at 


ae pond on behalf of your ee Been forward the checklist , ,to- the 
ge - proper beraens’ Os ole sa ee 


* 


in the enclosed postpaid envelope to: Mrs. Sylvia N. Green, Pasadena | es 


- porlese Hateeey 1570 East Colorado Boulevard; Pasadena, CA aaa 

=e | : . : _ od Cordially youre}, . 
.. ee : oe ae : mee r Le WA; = AN 
, ; " \ ae ee Sylvia N. Green. 
- a : Yo a -. . Director of ‘the Study 


JA Fuirtoxt Provided by ERIC 


a a The job descriptions will “be useful in ‘déeter- * 
_ . mining the educational ' requirements for. Job entry’ and for ‘advancement as 


— Please. return ‘the checklist ‘and. other. requested. material ‘wathiin tén'da ys. cue 


Tf it. would: be more Mnpeoprdace for someone - other’. than ‘youreelé ‘to pages voted ee 


“Checklist of Cler ical and Spbefebfese onal ‘bu ties int 
é Pa @ a, ; Ae ; . i: ee : = —— : : 


To the Employer “(v) in front sf those « tite which, ‘in your. 


: Place. a check mark 
opinion, are needed, by subsprofessio onals. (e.g., Library Technicians, Library Tech- .. 
nical. -Assistants, or similar titles) for: satisfactory, per formance on the. sista i 
Double-check (ve) those. learning experiences which would be helpful for their 
continuing education ei ther for advancement, to a higher position in your , iabrary 
or Library vere? or for obtaining a higher- level .sub- protessronel” position ‘else-. 
wer, a = ms OO 7 . = 
4s ee ae os ; : a : , ; a 
¢ fe / + ~ ats . ac ae = = 2 —— = ; 
eleeite: pamphlets | ae iy , a ‘ Prepare pamphlets and clippings | for filir 
“Schedule shelf reading’ aa : __ Type book cards and pockets 
“L Explain lending rules aoe : : Sort.and Tile book charge records . = 
~ +. Kaintain interlibrary loan records : . is Register’ new borrowers 
Maintain checklists ‘of magazine es and ‘serials. a Process ‘added copies and new ‘editions 


Make shelf Jist cards, 
Malatain cash ‘records . jen 
Hake preliminary selection of materials. for 


‘Inypect books feturned from bindery 
—“Gegunize.and maintain information. files 

- Check out library materials to patrons 
* Plan and supervise book inventories: 
Arrange bulletin boards and displays 
Sort, open or Siexrtbute incoming. mail and 


binding. ' ; 

- Assist inttaking book inventory 

“Schedule and record loans of audio-visu ual 

i. materials : . . 
- Take inventories ‘of seopl tes and equipment’ e) 
Schedule classes’in fhe, Vibrary’ ——- 
~Letter-and label books ; i 
Use indexes and catalogs for ‘locating dicarlee 
bibliographical informacion for earning, book’ 
.orders 

Give patrons ‘directional “Information : 

Find specific books on the, ivelves for parent ; 

Supervise shelving. procedures: ,_ a 

Repair worn out books or other worn library 


a 


' 


es ' packages . i 
; : Check trade bibliographies ise order information re 
Determine supplies and aaa lpnens to be purchased | . 
Plan book displays | , = 
: “Check catalogs and shelf lists ts headings: eo 
_ Supervise ‘subzprofessional employees 
oe 4 8 Train and instruct new clerical employees 7 
Rie | Et Plan and. conduct story hours “fs 
Inspect films or records for wear or’ “damage _ 


rae 


1% 


eT material ‘for ee 


ge ee materials Dow: _— 2 
ps File. ene cards ee ore Make posters we eee ee tee ts 
: Explain the arrangement of, the iibiary : mo y Establish waad- supervise order information fites 
. i. Che'ck order ‘cards rae holdings” and/or our fc , Plan Shelving arrangements. - : : 
nt i . ptanding orders ~, Be ‘in.charge of a Jibrary. wi thovtesunervi sion. 
.. Select titles for inclusion in book ists _ by a librarian | - ; 
cand bibliagraphies |, — Participate in book Selection meetings 
2 Sige Catalog fiction with minimum: supervi Sion 5 0 eS : ‘Answer simple reference questions ~~ 
; : eaeleln the resources and services of ‘the : , Make indexes of: special, materials © 6. 0 1 ou. 
“ Tae ee bi brary--to-pa trons = ., Paste ‘bookplates, pockets, ‘date slips. ‘in books. 
_ (Order Library ef Congress or other printed ‘cards ,__’ Type cataldg cards from main entry cards) ow 
mire “Reniéve ‘cards from Catalog: and shelf list when ___” File order cards: * Meee 
os ee wi thdrawing lost ‘or, worn out materials |-- oe. eke Search for simple trade’ bi bi sographical data. 
: . v Discharge books” "returned from circulation ke - TT Operate audié-visual equipment. . a if 
ie ere. Prepare payrolls: ; ; : 2 ahs _ Open and collate new books ©. ‘ oo 
: 7 . Splice.film he : Issue éverdue potices 2 | te : 5 
foes: Help readers: use the eae eatalog : _ Supervise: interlibrary loans re F 
/ __s “Prepare statistical reports, “other thant reu= : _ Follow up on outstanding orders that” have | not. 
fe “TS dation statistics ca ~ been property filled = oS 7 
Z - Supervise pamphlet and clipping files. a 5 ets Process book reserves ] : : 7 ay 

1. Revise? catalog cards typed -by others . __° Verify. bibliographical | data Nee: interlibrary ] 

“.. Shelve. books or file “pamphrets . or. mrner | . -_ Receive. and record fine money 7 : 

x “similar materials - : Bg : Type orders to dealers , 
‘ (| Assign Cutter numbers: __.» Count and record: circulation statis : 
= Plan publicity programs. a a a __. Type. and varify: filled book cards. 

: “Ready the circulation desk for avi swork vote Chech lists ‘of materials for pur chase with” the’. 
fo ee "Supervise student employees and pages > cord catalog a. be os 
hag | Fe Participate in sé ecting clerical staff 4 -— Prepare work and time schedules * ; — 

“a Be in charge of a department, such as-cireula-  $. (———~ “Claim missing issues: of magazines See 
wet tien - : ee oe Nerkey, and: approve invoices: ; ; oo 
“Supervise clerical workers . 4 Se oe ; 4 ee 5 as 

- Coordinate work of parent =volunteers 7 J) LEst avher dutles, ‘and ‘check ‘them as above 

Select publicity materials a i eS a ae ere ae ooo ie: ; 


Read shelves or’ files’ 


= a : 
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Dear Libsary mackuwlegy Advisory Committee Member: 
A ee ea 
“aDuring. the past few ‘months I, have been ‘condugting a study- té determine 
*the extent to which students “at Pasadena City. College and surrounding 
community, collegés bring “relevant on-the-job: experience to thé class-° 
‘room.’ .The study has also. sought to ascertain whether the. curriculum 
. can be modified - ‘in such a way as to minimize ‘the’ repetitions ‘of * prior. 
sCuDRETEDRE « a. ee fey ge be. oe of hae Pe 
Gad . i te eae : : 
ne Pea: _ Further, . the eeuage has” tried to ~ identify. those’. ier éduection 
Y eae? £o-t . “‘dxperiences which: are needed: ‘by employees: who work itt neighboring 
ste . ee . libraries at the: subprofessional or intermediate ‘level as. distinguistied | 
a from: the clerical and: professional - ‘levels, ‘and has. tried to: ‘determine 
“ a what modificatiéns will be necessary in ‘the Library Technology Program i: 
in order to provide continuing @ducation opper tunities: — such snployees: ©! 
“The! purpose ‘of ‘this letter. is to secure “your - “evaluation: “of: ‘the cane as 2 _ 
- “gions and fhe. recommendations: of the study. (still in ‘the draft” stage)” 
ek, tae eg - found’ in ‘chapter. ake - a ae ee = es a 
‘ AT think you “can ‘get’ the substance. of. ‘the: Study by scanning the-fifth | 
yaa - chapter ard: the summary in chapter six. “It ‘should not be necessary. tors 
- 55 read the whole document. After: looking it’ ovér; .please, respord to. ee 
questions: and make" comments, on, the. ent losed sheet. i eee 
it an ‘ate dn: ‘order to” “meet a ‘deadiina. date. for gubinission to! ‘faculty. advisors, "| 
fot, a eT would appreciate, having, your - -comments: by: Friday ‘of this. week, 
. ee Capra. 30), if. at all poussbier <. a re. ee 
as ene ; ee 
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‘Please: be. assured that your? effor is iit: be. greatly appreciated. 


“Cordially youns; lie ao 
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pinace scah the study suf ficiently to become ‘familiar with the findings, 
conclusions and recommendations, and then respond to the following 


ager Cone A 
1. Do you agree with the four conclusions on page 61? Yes No 
If not, please comment : 4 / 
./ ° ? ‘ 


2. Are thefe other conclusions which you feel are appropriate? Please 


‘state them. 


/ / 

i = Syed 

} * 

ie ; 
roe ; . | 
3. Do you agree with the five recommendations on pages 62 to 65? 

Yes___ No, : . : | 

If not, please comment: : 

A o See a 7 eee i 


tt 


4, Are there other recommendations which you would make? Please state 


® 
t 


them. | 


_ 


or 


7 : . 4 : * = . = +5 + 7 es : > v a 
Please return this sheet by. “April 30, tg Mrs. Sylvia Green, Associate. 
Professor,: Department: of Library Service, - -Pasadena City College, 

1570 East Colorado Boulevard, Pasadena, caliternss 91106. 

‘4 %& . 


= 


" Additional comments regarding the study: a . ' 
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TABLE 26 


| SUHHARY OF RESPONSES TO LIBRARY TECHNICAL ASSTSTANT 
STUDENT QUESTIONNATRE FOR EACH DUTY, BY NUMBER AND PERCENT 


| Duty 
Classify panphlets 


.. Schedule shelf reading 


Explain lending rules 


. Maintain interlibrary loan records 


Maintain checklists of magazines and 


serials . 
"Inspect books returned from bindery 
Organize and maintain information files 


Check out library materials to patrons 


Plan and supervise book inventories 


, Arrange bulletin boards and displays ~ 


|. Sort, open or distribute inconing mail 


and packages ge 


i 


us 


ERIC 


Check trade bibliographies at order. 


information : -_ 


Determine supplies and equipment to : 
be purchased 


See end of table for explanation of numbers ‘ 


Mork Experience Prior to Entry | 
Into the Library Technology Program* 


ee ee ee 
No & No, & No No. 4% Now & Now ff 
2 1G 1S 17 96 WM 4. 52° 17 D4, 2 26 
18 2.7 12 15.8 22 289 7 92 17224 00 
3039.5 12 15.8 19 25.0 6 729 8105 1 13 
8 10.5 8 10.5 30 395 9 118 21 27.6 00 
1 U1 8 15 5 99 7. G2. MINE 2S 
10 13.2 12 15.8 20 263 8 105 25 329 1:13 
6 7.9 23 30.3 2 26 5 66 19 250° 2 26 
126 23 309 19°25.0 7 9.2 5 66 1 Ld 
10 13.2, 15 19,7 27 35.5 3 29 20 269 1 13 
od 2 27.6 14 184 UL 1dS 1S 17 2 26 
96 3h. 9 M8! oA. 9 LB 1 M1 3 39 
126 19 IL-3 95 4 53 27 355 0 
3 10.5 10: 13.2 34,447 5 66 19 25.0 0 0 
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TABLE 26 (continued) | 
; | 
Work Expertence Prior to Entry 
Inte the Library Technology Progran* 
1 Pe ad ? 5 No Resp, 
14. Plan book displays ; ll 14.5 16 Al 23 0.3 8 10, 5 WV 224 1 13 


IS. Check catalogs and shelf lists foe 
headings | _ 8 10.5 21 276 24.316 5 6.6 16 211 2 2.6 


16. supervise sub-professional employees 101302 15 17 2 6 6°79 23.303 1 13 


17, Train and instruct new clerical 


“employees a Dd AT 792 HG LS 
. Plan and conduct: story hours ; 8 10.5 14 184 25 329 7 92 20 263 2 om; 
he 


i. Inspect films or records for wear Or 


danage : | 9 8 UMS 29°98 8 1S 18, 8 ie 
20, “Prepare material for binding 7 9.2 1 Wal 26 32 6 ng 3 10, a ald 
21, Revise filing done by others ob wd 0 ad 10 263 6 729 17 ‘24 14a, 
22, Supervise order and appeatance of =a eo be a ae 
Shelves | 25329 WS 16 Abd 10 132 10 Bl 4 33 
23, Hile/catalog cats a 2289 24 1 224 5 792 2 
24, baphain the arrangement of the | he / . . ; ss ; woos | oe as 
7 Libraty eg “6 32 WG WL 9 25.0 6 nO WD Wa dhe. 
Bs, check order cards with holdings and/ | . ; - 4 . ae 
at outstanding orders U9 UL 26 HS 6.6 -24 316. 5. 6.6 
26.'/ Select titles for inclusion in bOOk = 4 7 ae 
lists and bibliographies Wh 52 1 TA 28 36.8 5 66 29 38.2 0 0 


1) Catalog fiction with windnun supervision 8 10,5 15 19.7 26 34.2 6 105 19 25.0 0 0 


*See first page 


TABLE 26 (continued) | 


Work Experience Prior to Entry 
Into the Library Technology Program 


l 2  . 3 4 5 No Resp. 
Duty No, No, t No, % No, 2) No % No 
+ 28,- Explain the tesources and services . _ | ; | 
of the library. to patrons 25,0 Mtb 18 2? 4 Wh 1 13 
29, Order Library of Congress or other a : 
printed cards ee eee ee ee 
30, Remove cards from catalog and shelf . | 7 a 
—*— Ust when withdrawing lost.or worn : _ { 
out materials 20 26.3 17 22.6 19 25.0 8 105 12 15.8 00 © 
I. Discharge books returned from circus | 7 , 2 eo ee 
os Matha Hh 6 1B 23.7 20 26.3 8 OS 54, 2 26 
32, Prepare payrolls = LS 4 53M 89 1 1SB 29 382 8:10.35 
33 Spldce fll ee ee eer ae ee a 


3h, Help readers use the card catalog = 15 19.7 22 28,9 1 18.4 6 79. 5 -6,6 1h 18.4 


. 35, Prepare statistical reports, other ° a ae . bs 

than cltculation- statistics © = - 566 13 A762 22 289 4 59 28 368 4 9 

36, Supetvise panphlet and clipping films 56.6 12 15.8 28 368 4 5.9 210 2639 792 | 
37. Revise catalog cards typed by others = 9 «1879.2 2.26 A 3 22 28,9 Win 
38,° Shelve books or file panphlets or other its _ 7 oe | | 
similar materials ‘e 28 36.8 16 a, 1. 158 8 105 9 18 3 38 
39, Assign Cutter numbers 126 3 19 9 2 7 2 MMT LY 

See first page ao, oh : 
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ERIC | oC. oe. 


I 
TABLE 26 (contin) 
Work pxpertenc “Prior to. Entry 
Into the Adbrary Technology Program* 
La, FoR. Rh. ood ee No Resp. 
nite No, % Now 4% Noy 4 = No, 4 No & Nok 
| Duty > ee = . 
40, Plan publicity programs 2 5.3.10 132 22.289 6° 7.9 32 Abd 2 6 


4), Ready the circulation desk for day's é | 
work | 471,46 18 19.7 11 6 719 16 ahd z) 11.8 
42, ‘Supervise student enp loyees and pages 1G 184. 19 5.0 15 19.7 5 6.6 22 289 1 13 
AS, Participate. in selecting clerical staff 8.105 7 92 1 25.0 6 “29 35 461.1 15 


Lr Be in charge of a department, such as | 
¢lreulation — a ‘1h 184 9 18 21 27.6 


Se es fi | a ; 
oA) Supervise clerical workers 6 7.9 / 12 15.8 15 19.7 , 


a ee 
5 

>. 46, Coordinate work of parent-volunteers, 10 17 11 14.5 15 197 5 6.6 23 
; 


62 Wl 619 
23 40.3 12158 | 


i7, Select publicity materials ©. 52M 8 0 263 6 19 8 8 6 19. 
48. Read shelves or files 490° 395 ML 27.6 1b 18.4 4 “hi 4. G3 348. 
49, Prepare panphlets and clippings: for ~~ . o _ | oo - 7 

filing ge md aT 14 454 7 55 2 


4 
50, Type hook cards and er 9 6.3 3 03 10 263 5 668 105 0 

"51, Sort and file book charge tecotds 9 5.0 20 63 Md 4 53 3 
8237 7923 


a 2. Register new borrowers 18-237 15 197 18 37 a 
| 39) 18° 23.7 


$3, Proce added eoptes and new editions: 15-19. 16 Hd 4 36 | 


Q 
a 
18 27 00 
j 0 
She Make shelf list cards sie 8 Wg BMI 3 IF WT 11d, 
55, Waintain cash recotls Ug Ms Hh 653 DAE Dd 
| ' #ee first page tO : : — oan ae | ae 19) 


a 


Ole 20.9 ee me oe, OO 


56, 


mir 


8, 


‘58, 


60, 
él, 


62. 


Duty 
Make preliminary selection of | 
natetials for binding 


Assist, in taking book inventory 


Schedule and record loans of audio- 


visual materials 


Take inventories of. supplies “and 
equipment 


Schedule classes ia the oa 
Letter pe label books 


Use indexes and catalogs for Locating 
detalled bibliographical information 


- for verifying book orders 


1. 


16 


15 
18 


63. Give patrons directional information 
64, Find specific books on the shelves 
for patrons . 
~ 65, Supervise shelving procedures 
66, Repadr worn out books or other worn 
Library materdals | 
67. Make posters| 
68, Establish. and supervise order 
information Files 
4 #See first page 
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. TABLE 16 (continued) — 


Work experience Prior to Eatry 
«Into the Library Tee i a 


1606 79 28 
9,4 15 19.7 2 
66° 21 27.6 2h 
‘Wa 19 25.0 14 
19.7 12 15.8 19 
M1 22 289 45 
5.3 20 263 24 
5.5 19 2.0 
38,2 19 25.0 10. 
M1 1 Wh 1 
1.7 Ll 1h5 22 
B71 10 14.2015 
6.6 1 1d 19 


i687 902 
0.3 5 6.6 
ne 4 53 
5.0 5 66. 
wr 4 5 
6 11d 
HHS 10 132, 
2 9 18 
184 7 922 
18.9 10 13.2 
7 M5, 
B00 4 3.3! 


Tot 


TABLE 26 (conti) 


“Duty 


Plan ‘shelving arrangements 


. Be dn charge of a library without 
Supervision by @ librarian =! 


. Particlpate in book selection meetings 


. Answer simple reference questions 


Make indexes of special materials 


Paste book plates, pockets, date slips 
| in books 


15,{ Type catalog cards from ain entry card 


é 


| File order cards. 


| search for simple trade nip, 


data | 


| Operate audio-visual equipnent 


J, Open and collate new books 


A, Issue’ overdue notices 


a. Supervise thterLibrary loans ' 


4 
» Follow up on outstanding orders. that 
* fave not been properly eal 


.> Process book reserves 7 


4 #ee fltst page 


i 
ERIC. | 


10 132 2 


U7 1 
4 5a 22 


| 1-276 23 
2 WB 


A 
Ao, 


836.8 16 


14 18.4 22 
1] 22.4 16 


15 42:9 WD 


349 I 


Tad 
q ~~ kh 
115 14 


Work isis Prior to dis 
Into the Library Technology Progran* ’ 


| 


619 W\Md 2 
a ee 


4 No 4 No, No. | t No, he 
Wl 1b Md 8 105 27 385 2 2 
14.5 18 037 6 1.9 2 19 1:13 
15.8 04, 36 5 66 1 HM 1d 
90.3 0 63.459 7 82 1d 
7 2 89,6 79 0, 321 bd 
ML wa 9 Wb TS 223d 
189 2 16 6 79 WS 158 LL 
Ml 2 26 5.6.6 16 dh 1d 
63 Mh 36 3° 49 2 ra) 00° 
189° 2735.63 39 1S WT 2 
B42 Hb 5 66 2 WG LL 
15.8.0 163 566 1 Wl LL 
2 1h Sho 539 9 WT LL 
m9 5 66 17 35 dD 
1 5 Wes 65d 8 RIL 
an . 
tao “13 
= oa a» - 
. o a 


as 


7 “9. 


‘ 0, 


Receive and recditd fine money Me 1b 197 5 
“Type orders to dealers «' 1215.8 10 
Count and record ciaculation statistics’ 24 16. ] 
Type and verify filled bock cards 27.6 9 
Check lists of naterlals for purchase : pe 

swith the card catalog © 8 109 BR, 
‘Prepare work and tine schedules , tae 7 
Claim missing eu of magazines: 1° 0. 5 

0. ag and approve invoices , - 10,5 


poe A, 


. 4, 


5 


ee? © "interlibrary loans 

ah 
ir 86, 
ay Oat, 


ae my 


TABLE 7 (cid) 


~ buty . 
Verify bapa data for 7 


— 44 


i already had expertente 


45d 


‘No training was needed. 


. Work Experience Priot to Entry - 
. Into the Library Technology Progra ° 


) 


I had: some experience, but I needed eddtlontl training. 


‘TL. had iQ experience, and I needed. training. 


1 had n0 experience, ‘yet | 7 did not need trainings 


‘s 


«None of the above” eee 


/ 


Ms 
19.7 
Wa 2 

Q0 
Is 


18 2 
Wc. 
66. 
a 


. $ ey : 


6 
: 
4 
: 


: 


7819 
Wg 
3 30.3. 
AD 4 
3° 30.3 
i 40.34 
Wd. 
9° 38,2 6 
2 2.9 


5. 


19°36 WT! 
1920-263. 3 
53°06 MDE 1 
M6 B33 
19 1b Wb 3 
5 8 H68 
92 8 36.8 
19 8 16.8 
ab — 


Co mee 


tthe folloving numbers indicate the work experience prior to ent i into a Library Technology eat ; 
| . 


| a 


ome ge = | CU EY ra | tee 


. f i NUMBER AND PERCENT FOR CHAFFEY: COLLEGE 
er (N=15) 
! 
1 i : i : : 
- "work Experience Prior to Entry |... _ = 


aa 


fs ~ Into the Library Technology Program* 


oe er en oe 
_ % No... % No. ,% No. 
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PwwW UN fF why Whe fF FN N WWF BN PUY w Bm le 


33.3 
- 33.3 
26.7 


"2001," 


"20.0. 


20.0: 


13.3" 


20.0-. 


33.3 


' 20.0' 10 


20.0 6° 


° 13.3.5 


20.0 


46.6 
20.0 


13.3 
13.3 
26.7 
26.7 


20.0 — 
13.3 


26.7 
13.3 


20.0. 
20.0 
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2.) TABLE 27 (continued) 


Work Experience Prior to Entry. 


-* 3 “Into the Library Technology Program 7 
a re a ee Fe 5 . No Resp, 
<Duty No. “No. % No. 4 No. % No, %4 No. & 
27, «1 67;- 3 20.0 6 40.0 0 0 .5 .33.3 0 0 
28 4 26.7 5 333 4 26.7 °0 0 °2. 13.3 0 0 
29- @ ) '1° 6.7°'.8 53:3. 1. 6.7 5 | 33:3 0 -0- 
30 94 26.7 5 33.3. 4" 26.70 0 2.15.30. 0. 
31223 20.0. «5. 33.3 4 26.7° 21 “6.7. 2 13.3.0 0 
32° «1 6.7 0 0. 7 46.7 2 13.3 5 .33.3 0 O 
33. 4 «26.7 2.13.3 5 33,3 (1 6.7. 3° 20.0 0 (0 
34 «4 26.7 6 40.0 «2 13,3 1 6.7 2 13.3 0 :0 
(35° 0 (0 °.2 (13.3 6 40.0 1.6.7 4 26.7 2 13.3 
36.52 13.3 2 6.7.7 Wer. 2. 6.7 3, 20.0 2 . 67 
37°03) -.20.0 1° 67 7 46.7 1 6.7.3 20.0 0 0 
38° 6 «640.0 -'2- 13,3, 4 26.7. 0 0 '3 20.0 0 0 
990 «0° 0 0 7 46.7 2 67 7% 46.7 0. 0 
40. 0 0 | 3 20.0 5 3&3 1. 6.7 6\40.0 0 .0 
41» 0 0 2.13.3 3 2.0 0 0 4 26.7 6 40, 
42° 1. 6.7 6 4.0 4 267 0 0 4 22 0 Oo 
43 0.0 °.1 6.7 7. 46.7 1 6.7 6. 40.0.0 --0 
4h 1% 67 2 133° 7 46.7 0 0 5 33.3 0 ‘0 
45 0 0 RBG Ge BBS O, 0 = 8.53.3 OOO 
46 1 6.7: 2 13.3 5 33.31 6.7 6 40.0 0 -0. 
-47 0 0 4° 26.7 5. 33.3 2. 6:7 5° 33.3° 0° O 
48° 6 40.0 5 33.3.3 20.0 0 0 2 6.7 0 0 
49 1. °-6.7°'3. 20.0 7 46.7 T 6.7 3 20.0 0. 0° 
503 20,0 4 «26.7 5 (33.3 2-133 1. 6.7 0. ‘0 
51.3 20.0 -5 33.3 "4 26.7. 0 0 ‘3 20.0 -0 :0 
523 ,20.0° 5 33.3 3. 200 4/26.7 0 0 0° 0 
53 3, 20.0 2 183 5 33.3 0 ‘0° 5 33.3: 0 +0 
54° °2°°4133 «5 333 5 333 0 0 .3:200.0 0 
i eee | 6.7° 4 26.7 4 26.7, 0 O., 6 40.0 0 0 
560-2 0:13.30 [0 8 53.3 0 0 5 33.3 0 0. 
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- TABLE’27 (continued) .; 


Into the Library. Technology Program 
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TABLE 27 (continued) ? 


/* “se : ag Work: Experience - Prior to Entry ’ : 
ance the a aDrany Technology Program a a 7 = 
1. 2 3 4 5. No Resp. . 
Duty No. % No.  % No. % No. % No. .% No. 4 
87 3 20.0 2 13.3 5S 33,3, 0° 0 -S 33.3 0 0. : 
88 20 (413.30 1° 6.7) 77) 46.72 13.3 3200-0 0 2 
. 8 0 0 $5. 333 .6 40.0 1.6.7 3 20.0 0 ~0. 
ce 109 2 49S. a ase S388 A 67S, 38,900 70: ‘ 
911 6.7 0 ‘0.8 53.3. ¥ 6.7 5. _33.3:°0 0 
92 “1 6.7° 2 .-13.3-° 6 40.0°4-.6,7 -5 33.3.0. 0 
| 


‘The following numbers indicate. the work: ‘experience eeiar to entry ~°. 
into the UADEAEY, Technology Program: ; Loa i. 


° ‘2 - I already’ had experience. No: training ‘was needed. ete 
2 - I had some experience, but Iyneeded ‘additional training. -_ 


3°- I had, no ‘experience, and I needed training. 
_4& = T shad no experience, yet I did not need training. re ad 
5 \ 


None. of the: above. 
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oo “TABLE 28 . 
Poe RESPONSES: TO. LIBRARY TECHNICAL ASSISTANT ~~ ws fa tae se 
STUDENT QUESTIONNAIRE FOR ‘EACH DUTY, : aa : be 
NUMBER AND PERCENT FOR: CITRUS COLLEGE ar 
~ (N=8) | 
Work. Experience Prior te Entry“ sacs 
‘Into the Library Technology -Program* 
. 1 2 > 3 . 5. No Resp, 
Duty: No. % No. 4% No. « 4 -No. _% Nb. 
: 1 0° O+- 1 425. 4&6 5000°°0 ~ 37.5 0°. 0 
2° 0 0 i D5 3 737.5 «kL 125 .8 57-5 o= 0 : 
3 “3° 0 0° 2 25.0 ° 50.0 2-280 50° 9 2 On-0 
. ‘e802 125 2. 2580/0. 0. 95° 62.5 0-0 =e ny 
w5) 0 0 ‘0 0 4 $0.0°.1,12.5 3 37.5°,0- 0. ve 
‘6° o-'p, 4 125° 3 375.0 0 4: 50.0 6-0. : 
770 0. 1 425° (3.37.5 0 0° 4 5.05070 . 
" 8 0 0 1 12.5 '4 50,0 2 25.0 1 12.5 0.0 © 
9.0 OL 32.8 3° 37.5 0° 0 “4° 500. 0° 00 | 
WO 0, 2 125 2 25.0 “1 12.5 4 S00 0: on 
wA 0.6.70 OF 8, 98 2 128. 387, 
122° 0 0 0 0 + ;4 30.0 0 0% 4 50.0° 0 OF || 
133°.0 oO . 0; 0, -*6 75.0. 1 12.5 1. 12,5 0 - 0 : 
14° 0 0 2) 12.5 4. 50,0 0° 0. 3 13755 0. 0, 
; 15 0. ‘0 1.12.5 .5- 62.5°.0 0 2° 25.0, 0.° 0 
1640 #O:. 0: 0 4 750.0 112.5 3 137.5 -0 . 0: 
“ay 0 70) 80 337,52 25,0 FS 37.5 0.0 - 
‘38° 0°. 0 1) 12,5 3 37-5 2 32.553 378 0 0 
[19 2 425° 0 0 -- 3 37.5 1 12.5. 3 37,57 0-70 .7 
2. 0 O 0° ‘0 5 62.5 1 12.5 2° 25.0. 0. 0 ~—e 
0 0 0 OH 50,02 25,0. 2 "25.0 0 OO : 
22. 0..0 ° 1 12.5 4 50.0, 2 25.0 1.°12.5° 0 O° 
‘ 23-0: 0 | 3° 375° 5. 625 0° 0 705-0 0:0. +y% 
24. °F 12.5. 2 25.0°, 3 37.5. °2 12.5 °2 .12.5 0. 0. 
25, 0 ‘Oo - 1 12.8 °3: 375 0 0 * 4 50.0: 0° '0- 
2 0 6 0:0. 2 20-0 0 6 75.0 0 9. 
| *See end of table for explanation of numbers a 
a at “ee ee. re © 2 
9 - aes . 
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TABLE 28 (continued) 
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‘Work Experience Prior to Entry. | 
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> TABLE 28 (continued) 
‘Work Paperience Prior te ty ' 
: Into ‘the Library Technology Program a 
A. ae 2 . ee ‘No Resp. 
a Duty -No. : % -No. - a ¢ No 2 No. a _No.° She 
87 0 1,125 °°°3 0. 64. 50.0 0 - 0 
88 0. i 12.5 °°% 12.5: 2 25.0. 0 0 
89 0 - 0 0 9 °3% 6 5° 62.5 ° 0 O 
) 2° 15> o +o 2. °.25.0.. 1 12:54. 50.0 °0 +6 
91 #20 0 0 0 4. 50.0 2.12.5. 3. 37.5 .0 0 
92°00 0-.%0 . 0 a ae Aas 4 5000 OO 
*The ‘following’. numbers indicate. the work experience prior to entry. a 
y into the Library Technology Program: —— 4 <7 
. us 1- I already had experience. No training was" needed. ae - 
oie oe ‘2+ I had some experience; but I needed additional training. 
a . ; 3- I. had no experience, and I> needed training. 
+. 4» ‘Thad no experience, yet I did not need training. ‘ 
‘5 None of the above. . ; | . 2 es 
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_ TABLE 29 


- RESPONSES. TO LIBRARY TECHNICAL ASSISTANT | 

yo “SrupgNT QUESTIONNAIRE FOR,EACH DUTY, - es 

| | ‘NUMBER AND, PERCENT FOR FULLERTON COLLEGE : . ye 
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sae Into" the ee Technology Program* 
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. 14 28.6 23.8 ce 14.3 ae ae a 
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"TABLE 29.-(continued) 


Pa 7 Work Experience'’Prior’ to’ Entry | . - : 
_ = 4% |‘ Into the Library Technology Program ~ §, % >. 
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TABLE 30 ~ 
| RESPONSES TO LIBRARY TECHNICAL ASSISTANT | 
‘STUDENT QUEST IONNATRE FOR EACH \DUTY, — : 
NUMBER AND PERCENT FOR MT. SAC COLLEGE 
|  (N#12) ——. 
Work Experience Prior to Entry . ~ 
Into the Library Technology Program*\ 
7 | i | 
1 2 3 4 | 5. No’ Resp. 
Duty No. 4% No. =% No. %° No. % 'No.  \% No. -% 
rc ] ; 
1 0 O °2 16.7 6 50.0 1 8.3 3 25.0 0 -.0 
2 3 25.0 2 16.7 2 16.7 2 16.73 25.0\ 0. 0 \ 
; 3 4 33.3 2 16.7 0 O 2 16.7 4 333.10 0: 
4. 0 0 1 8.3 4 33.3 °2 16.7 5 41.7 0 0 
5 4 33:3 1° 83 1 83 1.8.3 5 41.7 0 0. 
6 3 25.0 2 167. 2 167 0..0 5° 41.7 0 O- 
= SP de Bek SRF oe, 1 OO 3363 4! Be 
8" 30 25.0 3 25.0 4 383° 2 BS B83 OO 
9 2 16.7 O° 0 5 41.7 1 B83 4 3323 0° 0) » 
10 1 83 3. 25.0 3 25.0 1. 83 4 33.3. 0 O| 
1° 4 33.30 0 1 8.3 .2 16.7 -5 41.7.0 0 | 
Z. © 8 2 83: S:"“My 2 BS 8. an? OO , : 
13 1 8.3 2° 8.3 5; 43.7 0 O 5 41.7.0 .0 
eo * 16 246.7 2 16.7 1 B32 16.7~ 5 41,7 0 0 
1S .2 16.7 2..16.7 ° 3.25.0 2 16.7 93 25.0 0 Ot 
16.2, 6.7 1 183° 2 16.7 2 16.7 5 41.7.0 0 
! iy 2\ 16.7 2 16.7 2 16.7 1 8.3 Be Age 9 
i 6 O48 250 *8e Bae a Leg “89.8 8% On 
19 1° 83 1 8.3 6 50.0.0 0 4 33.3 °0 0 . 
202 1 8.3 3 25.0 3 25:0 4 8.3 4 33.3 0-0" 
2 a ae Dy em ee a 
2, 8 GF “> ea WY O° 2 ay 8 250 Gx. ws 
230 2.16.7 4 33.3 1 83 1 83 4 33.3 0 0: 
24 5 41.7 1 8.3 0' 0 2 4 33.3 0 0 7° 
25+ 2. °8.5 3 250 2° 36.7 5°.41.7 0 0° * 
2 1 83 2 83 4 333° 21. 5 41.7.0 0. 
“ »  *See end of table for explanation of aa , 
r +e 


1 2 chor a 4 5 No Resp. . 
Duty No. -% No. 4 Now % No. 4&4 No. 4 No.  &% 
"2 83 L 8.3 (4 133.3 2 16.7 4 33:3 0 0 
3.25.0 2.16.7 2/16.7 1 8.3°4 33.3 0 0 
1 8.3 0 0 5 41.7 1 83 °5 41.7 0 0. 
3. 25.0 1 8.3  2/ 16.7 2 16.7 4 33.3 0 0 
3 25.0 2 16.7 4 33.3 1 °8.3 1 ° 83 1 8.3 
0 oO “4 8.3 ] 25.0 1. 8.3 7 583 0° 0 
0 Oo 1 8,3 5 41.7 1 8.3 5 41.7° 0 0 
5 41.7 1 8.3 /2 16.7.2 83,1 8.3 2 116.7 
2 16.7 1 83 rE 16.7 1 8.3 5 41.7 21 8.3 
9 0 2 16:7 f 5 47 2 8.3 3 25,0 2 8:3 
T8032 16.7 / 3 25.0 1 8.3.°5 41.7 Of -p 
(A 33.3.2 -8.3/ 3 25.07 1° 8&3 2 16.7 LF 83° 
0 0 0 oO 4 33.3 3°25.0 5 41.7 0 0 
“2.663 2 8S >% 35 2 39 5S H,0° 2 
2 16.7 | 2 16.7 «1° 8.3 2 (83 5 41.7' 1° 8.3 : 
3 25.0 1 83 2 16.7 £83 5 41.7 01 0 
a ° 63 e320. 325.0 1 8.3 7 583 0 0 
216.7 O 9 3 25.0 (216.7 5 41.7 0 0 
325.0 1'- 8.3. 1 83 2 16.7 5 41.7. 0. 03 
2 16.7 0 0 3 25.0 1 8.3 6 50.0 0%, 0 
1° 8.3, 12 \ 83 3 2580 1 8.3 -6, 50.0 0° O 
ih. “G58 99 Ve 73: 25.0 1 OS 2 PRS 0 Oar % 
1 83 3 .0 /o O° 1 83 6 50.0 2. a a 
4 333° 2 Me7/ 2 83 1.8.3 4&4 33.3 0 10 Se 
3° 25.0 1°) 3-350 0 0 5 41.7 0 0 
> G6i7< 2. ‘4 33.3 1 #B.3, 4 33.3 0 0 
3° 25.0 2 2 16.7 0 O° 5’ 41.7 0 . 0° ; 
0.0 5 2. 16:7 -1 8.3 °4 333 0 . 0 
3° 25.0 2 2 46.7 1-83 5-417 0 © 
2 16.7 1 3 25.0 1 -8.3 5 41.7 0 (O° 
151. f 
| \ 


TABLE 30 (continued) 


Work Experience Prior to Entry 
Into the Library Technology Program* 
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TABLE 30 (continued) 


‘ Work Experience Prior to Entry 
Into the Library Technology Program* 


1 j| - 2 a 4 5 No Resp. 
Duty No. 4 ie a No. 4 No. % No. + a No. 4% 
57 2 16.712 16.7 3 2.0 0 0 5 41.7 0 0 
58 0 2 00026 5S LT 2 83 433813 OO 
59 2 16.7 0 O 4 33.3 1 83 5 417.0 «0 
69 ¢ 16.7 1 83 3 25.0 2 16.7 4 33.3 0° 0 
6. 4 33.3 1 ,.83 3 25.0 1 83 3. 25.0 0 0 
62 O 0 § "41.7 2 16.7 0 0 5 41.7.0 0 
(J 4 33.3 2 16.7 0 0 4 33.3 2 16.7 0 "0 
64 4 33.3 3 25.0 0 O 2 167 3 25.0 0 0 
65 2 16.7 3 25.0 2 16.7 0 0 4. 33:3 1 8.3 
66 1 8.3 2 16:7 1° 8.3 4 33.3 3 25.0 1 8.3 
6ie*% BS 2 W.7 Bs 2550 2 16.7% 4 33.3. :.0,° 0: 
68 2 16.7 2 16.7 2 16.7 1 83 5 41.7 0° 0 
-69° 2 16.7 0 O 2 16.7 ‘1 8.3 5 41.7 .2. 16.7 
70 3° 25.0 0 0 5 26.0 1: 8.3. S “41.7 0° © 
71 1° 8.3 2 467 4 33.3 1 8.3 4 33.3 10 0 
72 3 «25.0 3 25.0 4 33.3 0 0  2°16.7° 0, 0 
73-0. 0. 5S’ 47 2 83 1 83 5 4LZ 0, 0 
7h 4 33:3 2° 83 3 25.0 0 0-\ ‘3° 25.0. 1 (8.3 
1. & B89 S BRS. 2167 DT Bsd \o<, 358. O 0. 
76-3 «25.0 3 25.0 2 16.7 1 8.3 25:0 0 0 
77° 1 «68.30 3) (125.0 3) 25.0 «61 8.3 4 (88.3 6 0 
7 0 O -1 8.3. +6 50.0 0 0°. 4. 33.3 1° 8.3 
\79 2 916.7 1 8.3 3 25.0 1 83° 5 41.0 0 
\go 3, 250 1 8.3 4,333 0 0 4 a 08, 
80 0° (0 C0 ss 8303 216-7 6 50.0 oo 
82\. 3 25.0 1 8.3 2 167-2 83° 5 .41.7' 0 ON 
a3 1 8.3 3° 25.0 2,167 0 0 6 :50.0 0 08. 
84 Sa 183.10 8.3. 3525.0 2 167 5 47 0 oO! 
85 2 167, 1 83 3. 25:0 2 16.7 4 33,3 0 9 
8 325.0 0 0 ~2..16.7° 1 8.3 6. 50.0.0 “0 
\ ee 
\ ” 
\ 
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TABLE 30 (continued) 


_Work Experience Prior to Entry 
Into the Library Technology Program 


~ i 2 3 4. 5 No Resp 

No. 4% No.  % No. % No. % No. %4 Now % 
4.33.3 0 0 2 16.7 1 83 5 41.7 0 0 
4 33.3 1 83 2 167 1 83 4 33.3 0° 0 
3 25.0 0 O 2 16.7 1 8.3 6 50.0 0 O 
2 16.7 1 +83 #2 16.7 1. 8.3 6 50.0 0 -0 
2 16.7 0 0 325.0 1 83 6 500 0 9 
3 25.0 0 0 2 16.7. 1° 8.3 6 50.0 0 0 


Way 
“4 


following senbeee indicate the work experience prior 


to entry into 
Library Technology Peqgram: 


{ already had experience. No training was needed 

I had some experience, but I needed additional training. 
IT had no experience, and I needed training. 
I had no experience, yet I did not need training. 


None of the above. 


: 120 
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TABLE: 31 


A 
"RESPONSES TO LIBRARY, TECHNICAL ASSISTANT 
STUDENT QUESTIONNAIRE FOR EACH DUTY, 
NUMBER AND PERCENT FOR PASADENA CITY COLLEGE 
AN=20) — 
A 
Work Experience Prior to Entry 
Into: the Library Technology Program* 
L 2 *  “y 4 5 No Resp. 
Duty No. % No.  % ‘No.  % Now %° No. % No. % 
i oo1 5-.5 25° lo 50 21.53 +98 0 O 
z 4 20 3 a5 8° 40 3 15 QW 5 1. 5 
3 8 40 3 15 6 30 °2 10 1 5 0 0 
4. 6 30: 1 5 6 30 5 2 2 5 1 Ss, 
5 5 28 0 ” 9 4 1. 5 5S 2-0 0 
6° 4 20 1 5 6 30 3 15 6 30 0 0 
7 3 15 7 35 3 18 4 2 #3 15 +O 0 
(8 9 45 4 20 4 20 3 15 0 0 O° 0 
9 2 10 6. 30 68 40 1 5 3 15 oO o 
10 3 #15 6 30 4 20 4 20 #3 #15 .0 0 \ 
ll 8 40 4-4 ~~ 20 2 30.3. 18 °3 15 oo O 
122 1 § 5 25 7 35 3 35 4: 20. 0 0 
As 23 15 4 20 8 40 1 5 4 20 #O 0° 
14. 2° «10 6 30 4 20 4 2 3 15 2 5 
15-2 «10 8 40 4 20 4 2 2 10 oO o 
16: 2 10 7 3 6 30 2 lo 3°" 35° 0 0 
ig i @ go" se as 5° 6.25 2 10 4 °20 0-0 
18 «31S 2 10 6 44. 2-10 ,5 25 oO 0 
w- 1 5 2 10 9. 4 3 715 \5 25 g 0 
20° 2 26 4 2 7 38 1 5° & +30 0 0 
21 6 30 6 30 4 2 2°10 . A ae 29" 0 
“22° 6 30 °6 | 30-5 2 2 2 12 \ ‘5 Oo 0 
23. «8, 40 7 35 ’ & 45 2 10 °0\06 0 9 
24. 6 | 30 5 25 "7 35 2 10.060 0 ‘0 
25°07 4 ~~ 20 8 40:3 15 .§ 25 oO: ‘Oo. 
2 OO 3 15 10 50 2 10 5 2° 0: Oo 
37. 2 #410 6 ° 30 7 35 2 10 #3 #15 0 0: 


*See end of table for explanation of numbers. 


No Resp. 
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31 
Into the Library Technology Program 
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TABLE 31 (continued) 


Work Experience Prior to Entry 
Into the Library Technology Program 


10 
20 
15 
15 
35 
15" 
2 
35 
20 
25 
15 
20 
305°. 


10 
10 
10. 
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poe 123. 
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a on 
r TABLE 31 (continued) | \ 
Work experience Prior to Entry — 4 
Into the Library Technology Program . \ 
1 2 3 a 5 No Resp. 
Duty No.  % No. _—-&_ Noe % No. %__No. ‘% No. 2% 
90 4 20 4 20 5 25 3 #15 4 20 ar 0 
91° 3 15 2 10 7 ss 30615 - 5 25: O- 0 
92 .2 10 3 15 5 25 2 10 #6 30, 2 10 


. ; 
*The Following ‘numbers indicate, the work Srpantence prior jto entry 
into Library Technology Program: \ 


1-T1 already had experience. 


No training was needed. ; 
_ 2 = I had.some experience, but I needed additional ue 
© inex 2 had no experience, and._I needed training: 


4°- I had no experience, yet I did not need training. 
5 - None of the above. : 
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; TABLE 32 
‘CHECKLIST OF SKILLS Coe SATISFACTORY 
\ : 7 PERFORMANCE ON THE JOB AS: 
RANKED BY FORMER STUDENTS we neeee 
» (N=171) " 
\ 
. Individuals | 
: DUTIES No vA 
, 34 Help réaders use the oe catalog - . 125 73.1 
ze _ 8 ~Gheck.out library materials to patrons 124 72.5 
ene ene Answer-simple: reference- quest-ons- cea SOON | em: |: A eRe 
7 «$4 Make shelf list cards - 4 ALT: 6845 
: 3 Explain lending rules 112 65.5 
24 Explain the arrangement of the library 112 65.5. 
28 Explain. the resources and services of ig library , : 
to patrons .* ; 112 65.5 
"53 Process added copies and new editions ‘neg 65.5 
. 30 Remove cards from catalog and shelf list whee with- | 
‘drawing lost or worn out materials 110-643 , 
31. Discharge books returned from etpculseton log. 63.7. os 
23 File catalog:catds ee ee 108 63.1, es. 
48 Read shelves or files 7° 3 ae os 467!" 62,6 
57 ‘Assist’ in ‘taking book ‘inveritory a on 106 — 62.0 ‘ 
80 Issue overdue notices | = . | / 106° 62.0° 
41 - Ready the circulation desk for day's work” 105 "61.4. 
50 Type book cards ‘and pockets ~ 03° 60.2 
ke 63 Give patrons directional information a Ne 7 99 . 579: | 
64 -Find specific books on the shelves for patrons - (99 57.9 : ¥ 
87 ‘Count and record circulation statistics 5. 97 5.7 
: 38 Shelve books or ‘file pamphlets. or other similar a ; 
o.¢ materials - s). : ee a 97 56.7 
= 51: Sort and rite ook ciaveetetords oad 4 ae. 4 55.0. 
22 Supervise: order and appearance of shelves. . 1 8934 rs 54.4 . 
74 Paste book plates, pockets, date slips | in oe ea 9 BD my 54.4, : _ 
i 75. ‘Type catalog cards from main entry card aaa Be ,93°. 54.4 
“3 158. 
ERIC. . ‘ 
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TABLE 32 (continued) : 
individuals 
DUTIES —. No +% 
— Pe ee F ——— —_— _ iio ‘s 
% 10 Arrange’ bulletin boards) and displays 3 91 53.2 
2 Schedule shelf reading \ 89 59.0 
- 61 Letter and label books. - - : 89 - 52.0 
85 Receive and record fine money. | ; - 89 52.0 
42 Supervise student employees and pages 87. 50.9 
7 Ofganize and maintain information files. ; . 86 50.3 
a 66 Repair worn out books or other worn library : 
materials eg / 85 ° 49.7. 
21 Revise filing done by others " . . 83 48.5 
oy 11 Sort, open or distribute incoming, mail and ; 7 ; 
: ®  aeekagee sl : 82 47.9 
- 13. Determine supplies and equipment to be pur- : > 
chased 82 47,9 
Se TS Check catalogs and shelf liste for headings a - 82 / 47.9 
76 File order cards ~ °° | 2 =. | _ 80 , 46.7 
14 Plan book displays oo ; a - ; 78 «45.6 
65 ‘Supervise shelving ptocedures. e . : A 78 45.6 
39, Take inventories of supplies and equipment age EE -, 45.0 
9 Plan and supervise book inventories 9S 3 88° 
“17. Prain’ and instruct new clerical employees | Th | 43.2 
25 Check order cards with holdings and/or out~ . So, 
: ; standing orders ~ es 74 43.2 
5 Maintain checklists of. magazines and serials. 2-3 73 . 42,7. 
79 Open and collate new books a — 3 fa ae 42.2 + 
' 83 Process’ book reserves “°. - . a ao 73-0 42.7° 
12 Check trade bibliographies for ‘erase Anfevuation FAL 41.5 | 
« *-" $2 Register new borrowers : a ‘ ; 71 a @ er 7 
Se 8 , 58 Schedule and record loans of audio-visual naterials Fl —«41eds 7. 
7 70 Be in. charge of a library without supervision by a 7 a a 
_ librarian aoe 4d 41.5 
62. Use indexes. and catalogs- for Gates let 7a 7 : 
bibliographical, information for. yen) nj s 66 . 38.6 
, ; 


JA Fai tox Provided by ERIC 


TABLE 32 (continued) 


_Individuals 
DUTIES _ Now. % 
60. Schedule classes in the library . _ 64 37.4 
67, Make posters , 64 37.4 
27 Catalog fiction with minimum supervision 63 36.8 
49 Prepare pamphlets and clippings for filing ; 63 36.8 
78. Operate audio-visual equipment 63 36.8 
- 86 Type. orders to dealers (7.63 36.8 
88: Type and. verify filled book cards ° | 63 36.8 \ 
89 Check lists of materials for purchase with, 
the card catalog ' 63 36.8 
6 Inspect books returned Fron bindery . . 62... 3662 
69 ‘Plan. stielving arrangements . = 62° 36.2 
77. Search for simple trade- ‘bibliographical data 7 62 36.2 
16 Supervise sub--professional employees 61 4. 28506 
35 Prepare’statistical reports, other than, ‘circulation : _ 
o ‘statistics . . 60 | 35.0 
20 Prepare material for. binding. = "4 See 34.5 
37 Revise catalog cards typed by others — | - 57 3343" 
56 Make preliminary selection of materials _= 57: (33.3, 
“55 Maintain cash records | Ha 56° 32.7 > 
73 “Make indexes of special materials . 54 31.5 
1 Calssify pamphlets | & - 53 _ 31.0 
4. Maintain. interlibrary loan records : —_ 53°  31.0- 
36 Supervise pamphlet and clipping files - 51°. 29.8 
26 Select titles for: -inclusion in book, lists and , 
bibliographies | is Be —_ : 50 29.2 
Jl Participate in book selection meetings... | oe 50. as 29.2 
82 Follow up on outstanding ordérs, that have not . : . 7 
been properly filled a 48 28.0 
91 Claim missing issues ‘of ma gazines 2 YS oe 27.425 
44 Be in charge of a department, such as cir- ; : ‘2 
. . culation . = Si go e 46 °° °. 26.7 
B. Plan: and_conduct ct t_storyhours: _ - 7 a i AG . 25.7 
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. TABLE 32 (continued) 
= cavivaieg aspen aes Ran aan ea Apia = = Sian een 
Individuals 
DUTIES No. - 2 ; 
: enna ae __ _ 
19 Inspect films or yendeds | for wear or damage 44 25.7 
\90 Prepare work and time schedules 42 24.! j 
92 Verify ard approve invoices 42 24.5 “f 
84 Verify bibliographical data for inter- 7 
library loans . 41 24.0 ‘ 
68 Establish and ‘supervise. order information _¢*, 
files 41 24.0 
46 Coordinate work or parent~volun«eers ‘ . 40 2343 
29 Order Library of esadeasde other, er a 
oo cards | hae - 38 22.2 
“45 Supervise clerical workers s y 38 22.2 
81 Supervise interlibrary loans . ae : | 31, 18.1 
33° Spliée flim i” -_ 2 | 30° «17.5 
39 Assign Cutter numbers. , |. 2 -  . 28 16.3 : 
47 Select pulttetty materials ; oo | - 38° 16.3 é 
40 Plan publicity programs | 5 20 11.6 : _ 
43 Participate in sélecting elerical spaft 15 8.7 
32 .Prepare payroll . = . * | _ 9 5.2 . 
= 
—_ 
| / i 
cor \ ge ees ee 
; wes : es 
ms - - / a i 
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TABLE 33 
ts 
CHECKL]ST OF SKILLS NEEDED FOR 


SATISFACTORY PERFORMANCE ON 
THE JOB AS RANKED BY EMPLOYERS 


162.00 57%, 


(N=92) 
a 
i . : | Individuals 
. DUTIES No. 4 
8 Check out library materials to patrons 76 82.6 
50 Type book cards and pockets — 74 — 80. 4 
80 Issue overdue notices, ne i 72° 78. 3 
51° Sort and file book charge records ' 71 17.2 
57. Assist in taking book inventory 4 : | 70 76.1 
5 Maintain checklists of magazines and serials ‘? 69 75.0 
31 Discharge books. returned from circulation : 69. ° 75.0. 
3 Explain lending rules 2. 3 ee 4 67 72.8 
30 Remove cards from catalog and shelf list |, . 
. when withdrawing lost or worn out. materials. 66 71.7 
38 Shelve books or file pamphlets or other similar ai 
materials 66 * Fst 
“at Ready the ciréulation desk for day’ s work 66 Tle 
a1 Sort, open or distribute ce mail and a3 
packages i 65 70.7 
2 Supervise, order and appearance of shelves ie 65 70.7 
23, File catalog cards “ ™ 7 64 © 69. 6 
48, Read shelves or files. : 64. 60. 6 
64 ‘Find specific books on the shelves ‘for, patrons 62 ‘674.4 
: 66" Repair worn out ‘books or other worn ‘brary , 7 
' materials 3 ; ye 62 67.4 
74 ‘Paste book plates, neckets, date slips in books 62 67.4 
_ 61" ‘Letter and label books _ a. 61 , 66.3 
75 Type catalog cards from main entry card - 61 66.3 
63 Give :patrons directional information | | 59 64.4 
(76 File order cards . : 59 64.4 
86 Type orders to dealers 5% 2 564.4 
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: TABLE 33° (continued) 
; 3 ay *\ [Individuals _ 
0 : DUTIES, No. a se 
a om ae an A _ a 
Make shelf list’ cards BB 58 63 0. 
Count and record, etreulan ion statistics 58 63.0 * 
Register new borrowers 56 60.9 
Inspect books returned from bindery | 55 59.8» 
Prepare pamphlets and clippings for filing | 55 59.8 * ° 
Explain the arrangement of the liprary : 54- 58.7 F 
‘Take inventories of supplies and equipment 54 58.7 sie 
Inspe films or vecords for wear“or™ SEnEES aa Sees ge ce 
ane ee for’ binding ' <7 52° , 56.5 or 
Arrange bulletin boards and displays 51. .. 5564. ~ . 
‘Answer simple reference: questions ? 51 55.4 | 
order. Library of Congress or other prinred cards 50 : 54.3 
Process added copies’ and.new editions © 50 , a Shad. 
Recieve and record finé money, Bg at | 50ti«O . 
‘Type and verify ‘filled book cards 2. - 50 54.3 A 
Claim missing 4ssues ‘of magaz ines. 50 54.3 a 
Maintain interlibrary loan redords- : 480 -§2.2 a ee 
_ Schedule and record loans of, audio- -visval eA ae . 
materials . 7 48 e290 44 + 
— Superfise: shelving :peatedures.| : 48 (52.2 , 
_ Check order cards with hopainae and/or aan 2 ' 
eutstanding orders" : oy - 47 51.1 
Help+ “readers. use the card catalog 45 * 47 51.1] 
“Schedule shelf reading : & 46 50.0 
Search: for simple trade bibliographica al data 46 : 50.0 
Orci and collate new. books , ~/; - 46 50.0 
Process book ‘reserves , ‘ 7 468 50.0 
Operate a audio“visual equipment: "y 45 48.9 
Supervise student ‘employees | and pages o 44 47.8 2 
Check lists of materials. for purchase with ” . oa 
the card catalog _ 44 47. 
\ # 8. PES ae ee 
J a la e ; 
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TABLE 33 eer eo . 
ee 
. © ce. 4 4 "- Individuals _ 
DUTIES. ° No. , % 
28 Explain, tha Pesounees and services of r . a 
the library to patrons i 43. 46.7 
“B2- Follow. up. on outstanding orders that ; - . 7 
have not been properly filled . . 430 46.7 
' $5 Maintain cash records . a 42 45.7 
21 Revise filing done by others rt 40 ‘43.5 
56 Make preliminary selction oft materials for binding © 249. “42.4 
12 Check trade bibliographies, ‘fou order information. 38 41.3 
13. Determine supplies and equipment to be- purcnased - 36 ' 39.1 
67 Make: posters oa f= 36 39.1 
'62 Use indexes and satalogs for aeeaetae detailed = Ss 
, bibliographical information for verifying book orders “22 38.0 
73. Make’ indéxes of special materials par: 330 35.9 
7. Organize and maintain information files \ BD 34.8 
37 Revise catalog cards typed by others Poe “ 32+ 34.8 
“14. Plan book displays a pe age B57 
33 Splice film oe a. - 20 x oo 33.7 
17 Train and instruct new clerical employees” : ‘ - 30: 32.6 
92 Verify and approve invoices -: - | 30 32.6 
36 Supervise’ pamphlet and clipping files oe 4 a 29 31.5 
84 “Verify bibliographical data for interlibrary loans: a tee 31.5 
16, Supervise. sub-professional : employees: ee ~" 28. 30.4 
1: Classify pamphlets - % - ae f r 27 29.3 
(45, .Check catalogs and ghelf lists for neadings ra “27 - 29.3 
35 ‘Prepare’ statisical reports, other than cireulad, . : a on 
tion statistics | pee Og 277. 2943 
81" Supervise interlibrary loans 7 ee of 27, . 29.3 
60 Schedule classes. An the library 4 ‘ we 26 28.3 
68 Establish and supervise order ‘information files : 235 27.2 
'27 Catalog fiction with minimum supervision .. 24 26.1 
44 ‘Be in charge of a department, such as | Tes _ 7 . 
circulation +e 3m 24 26.1 


a 
\ 
ot 


90 Prepare work and Vitis me schedules’ _— 
9 Plan and supervise book’ inventories 


69 . Plan shelving arrangements 


“45 Su upervise clerical © ‘workers. 
“39 Assign. ‘Cutter numbers 
“47 Select publicity materials ~ . 


ae 70 .Be in charge of a library without sup rvi 


by. a librarian : i ‘ |, 
26 Select titles fo inclusién”in book lists, 
and bibliographies + : 


°18 Plan’ arid conduct story ‘hours: 


46° Coordinate work bf parent-volunteérs _ 


82. Prepare payrolls 
40 ‘Plan publicity rograms - 
a . ‘43. Participate in’ selecting clerical stafé 
| F1 Participate in book selection meefings 
ee ; 
a4 o. ° es 
‘f 
iA 
, | 
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TABLE 34 


. CHECKLIST OF LEARNING EXPERIENCES . 


HELPFUL FOR CONTINUING EDUCATION AS - 
RANKED. BY ‘FORMER: STUDENTS (EMPLOYEES) 


by a librarian 
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_ (We17]) 
| | Individuals 
DUTIES No. % 
45, ‘Supervise clerical workers 40 23.4 
43 Participate. in selecting clerical staff 30 17.5 
by ‘Be in charge of a department, such’. as circulation 29 16.9 
26. ‘Select titles for inclusion in book lists and , 
bibliographies —. 8 27 - 15.8 
40 ‘Plan publicity programs: aes 27, «15.8 
a" Participate in book selection meetings 27 15.8 
16 ‘Supervise sub-professional . employees 26 15.2 
17. Train and instruct new clerical employees 24 14.0 
78 Operate audio-visual equipment 23. 13.5 
Fe ‘Classify pamphlets ? 2a 12.9. 
29 Order Library of Congress or other printed cards oa 12.9 
42 Supervise student employees and pages 22 °12.9 
82 Follow, up-on “outstanding orders that have not 
“~~ been- properly filled 22 12,9 
| 4 Maintain interlibrary Joan records = 21 (12.3 
9 Plan and supervise book iriventories 21 12.3 
ee fe Determine supplies and equipment to be purchased | 21 12.3 
35 Prepare statistical reports, orther than circulation . a - 
statistics ee ‘ ‘ * 21 12.3 
62 _Use indexes and wabaloga for locating detailed a 
bibliographical information for verifying book orders 21 12.3 
81 Supervise interlibrary loans 21 by ee 
92 Verify and approve invoices ; : 21 12.3 
°12 Check trade bibliographies § for order information 20 11.7 
32 Prepare payrolls 20 “11.7 
39 Assign Cutter, numbers 20 “th 
70 Be in charge of a library wd thout supervision i 
20 11.7 


a ri ee oe ga ee, A 
2. 24 \ TAB E 34 nr a ‘ = 
od , Individuals 
; ve «+ DUTIES oO Nor % 
ee ar : 
90. phepave work and tiwe schedules _ / oe |, tah ted 
18° Plan and conduct story hours : ve "16. > «1045 
33 Splice flim ns , : , ; A 18° 10.5 
‘46° Coordinate work of parent-volunteers, oo -' 18° 10.5 
68. Establish and supervise order information files . 18 "10.5 . z : 
“B4 verify bibliographical data for interlibrary loans} 18: 10.5 
== 15 ‘Check catalogs and shelf. lists for headings . 17 9.9” 
. 127 Catalog fiction with minimum. supervision - oo 16. 9.4 '° 
“360 Schedule classes in the library 7 .  @ 16 gi = 
47 ‘Select publicity materials -. * 15 BB 
'5 Maintain checklists of magazines ‘and serials 14 BR , 
1h Plan book.displays | ~ 7 wo 8.2 i 
- 36 "Supaevine’ pamphlet and sianide files | BD 
ra 7 37, Revise catalog cards typed by others 7 te 4 B82 
55. Maintain cash records . ~~ e 14 8.2 
69 Plan’ shelving arrangements _ ih * - 14 ~~ 8.2 
10 arrange bulletin boards and displays _ 43 7.6" 
21 Revise filing done by others’ i | “43 2 76 
-73 Make’ indexes of special materials 7 a 13° 2.6. 
. 28 Explain the: resources and services of, the = , 7 
library to. ‘patrons _ 44 “12  7.0° 
- 67 Make posters. ~ 7 “bo . a -- 12 7.0, 
7 72 Answer simple reference questions ~~. - ae 7.0 
7 Organize and maintain informacion files whe ea 6.4" 
_ 25° Check order cards with holdings and/or — ; | 
| ' '* outstanding orders . a -Jl 644, 
34 Help readers use the card catalog 7 : 11 0tis«éG 
53 .Process added copics and new editions 4% 11 644 | 
' 57° Assist in taking book inventory es 6.4, ; 
: B86 Type orders to dealers : 11 me ae 
19: Inspect films or records for wear ‘or damage - 10 ~5.8 


‘TABLE 34 (continued), 
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; DUTIES - 3 Mea % 
le SEE — = : _ - an 
20 Prepare. material for binding ‘10 5.8 
56 Make ‘preliminary selection ‘of materials for oa : : 

Ses: - .40 5.8 
65 Supervise shelving procedures 10 - 5.8 
77 an ‘for simple trade bibliographical data 20 3: 5.8 

2 Schedule shelf reading. 79 “Sed 
54 Make shelf list. cards : 2. 5.3 
59 Take inventories. of supplies and: equipment « 9 153 
22. Supervise order and appearance of shelves 8 4.7 
Register new borrowers: ee a 

83° Process “book reserves a ie. 4.7 

B9. Check ‘lists of materials ‘for purchase with: . 

, the card catalog. adh: ‘8 4.7 
30° Remove cards’ from catalog and shelf list © when . a 

withdrawing lost or worn out materials | a 4.1 

49 Prepare pamphlets and ‘¢lippings for filing 7 4&1 

_ Leter ‘and ‘label books / -7 bed 
66 ° Repair ‘worn out Books or éther worn, library matértals 7 | 4.1 
79° Open “and collate new books , : - 42 
-.3. Explain lending: rules - 3 : 6° 3.5 
‘11 ‘Sort, open or: SISEreDHCe: incoming, mail and packages” a 6 35° 
‘23 File catalog cards’ Se te ie, o 7 6 3.5 
§8 Schedule and record jeans .of caaeeewieoal materials Ae 3.50) 
75 Type ‘catalog cards froni\pain a entry card” 6. 3:5 
80 Issue overdue notices 6: aon. 
88 Type and verify filled ‘book ‘cards . . 6 3.5 
6 Inspect books returned from bindery 5. 2.9 
24 Explain the arrangement of the library ° ie 2.9 
a1 Sort and file book charge records © “ao 2.9 
64 Find specific books on the shelves for patrons 5 2.9 
‘85 Receive and record fine money « 3. 2.9" 

87° Count. and record circulation statistics 5 2.9 
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TABLE 34 (continued) — 


‘Claim missing i issves of magazines | 

: Library materials ‘to patrons 

> circulation desk for day' s work 
cards and pockets 
_Give patrons directional information 
Discharge books returned from circulation 


Shelve. books ° ‘or file pamphlets” or other similar . 


Read shelve ‘or files ; 
File ‘order cards a 
Paste book plates,| pockets, date slips in books 


“Individuals” 
‘No. 5 : A 
a 
a 
2a (Bs 
3 1.8 
a 
' @ s 32 
20 1.2 
a eee 
1 0.6° 


TABLE 35. | 


CHECKLIST OF LEARNING EXPERIENCES 
_ ‘HELPFUL FOR CONTINUING - 
EDUCATION AS RANKED BY’ EMPLOYERS 


qe92) x 
eee . Individuals: ‘y 
// DUTIES. "No. ye 4 
17 Train -and instruct néw Gectesicanpieyccs: - 29 31.5 
45 “Supervise clerical workers’ . 25." 27.2 7 
16 Supervise sub~ ~professional employees. 24 ; 26.1 
35, Prepare statistical reports, other than circulation . . <7 
4 statistics ; 4 o 78 eee, a 24° 26.1 
43 Participate in selecting clerical ‘staff . oy oe sil ie 
62, Use indexes and catalogs: for locating detailed ao “ 
| bibliographical information for verifying beer orders 22° 23. 9 
_9 Plan and supervise book inventories. / 21 22.8. 
~ 30 ‘Remove cards: from catalog and’ shelf list when with- — es 
\ drawing” lost or worn out materials 2 200 21.7 
26 ‘Select titles for | anetusron ae [oe lists uae - ne a 
- *, bibliographies ' ‘ i 2 18 19.6 
Catalog fiction with minimum supetvision | 3 18 19.6 
ha? Ba: in charge of’ a. department, such as ‘circulation “4g! 19.6 . 
70 Be ‘in charge of, a library ae supervision by. a: > - . eee 
‘Librarian - es - 18) 19.6 
71, Participate in book detection "meetings a - — ah We 18.5 
90° Prepare’ ‘work and time schedules —_ 17 “18.5 
1. Classify ° ‘pamphlets: : 16 17.4 : 
37. Revise catalog ‘cards typed by others - 16. 17.4 i 
. 7 Organize and\ maintain information files’ | 15 16.3 a 
(34 Help readers usé the card catalog 15 16.3 
72> Answer simple reference questions 15 16.3 - 
69 -Plan shelving arrangements 14 15.2 i. 
81 Supervise interlibrary’ ‘loans: 14 15. : 
36,’ Supervise pamphlet and. ‘clipping ‘files \ 13 14.1 oo 
39. Assign. Cutter. numbers ©. a 13 14.1 i 
42. Supervise student employees & and pages 13 14.1 - 
. ‘ye 170° 7 7 7 
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TABLE 35 (continued) 


_Individuals: 


° DUTIES. No.” % 
: - e 
order information files . 13 , 14.1 
invoices’) ” _ 13 14.1 
and equipment to purcliase 12 - 13.0 
Revise ‘filing done by. others - os 11 - 11.9 
parent-volunteers. . 11 “11.9 
y selection ‘of materials for binding 11 11.9 
: ‘Make indexes of special materials , 11 ‘11.9 
2. Follow up: on outstanding orders that have not ee 
a ii 11.9 
Verify. ‘bibliographical data’ for ‘daveriibracy: ‘loans Un 11.9 
‘Sort, open or: distribute incoming mail ‘and packages: 10 10-9 
Ga ' 10 10,9 
| 10 10.9 
Plan publicity programs “| 10 10.9 
Bs ‘a 9.8 
Pian and conduct story hours - (9 ¢ 9.8 
Supervise shelving seecadives- “9 ; . 9.8 
Ciaim missing issues of magazines . 9. 9.8 
Explain the ‘resoutces and services of - the library.” ve 
| | 8 8.7 
Select publicity materials | 8. (8.7 
Schedule classes in the library | 8 8.7 
Operate audio-visual equipment 8. 8.7 
7 Process, added copies._and new. editions i. 7 ~ 7.6 
. Arrange bulletin, boards and displays. Pe 6 6.5 
Order. Library of Congress or other printed cards "6 6.5 
, . 6 . 66.5 
'. Prepare pamphlets and: ‘clippings for’ filing 6 .. = 625 ° 
patrons directional information 6 | 6.5 
Type catalog cards from main entry card 6. 6.5 
6 6.5 


77: 


Establish and supervise 
Verify and. approve 


‘Determine ‘supplies 4 


‘Coordinate work. of 


Make preliminar 


‘been. ‘properly filled 


“File catalog ‘cards 


“*Prepare payrolls 


Plan book displays a 


‘to patrons 


Splice film 


Give | 


Search for ae trade bibliographical data 
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. % - ; ; \ : 7 138 _ 
. 2 “TABLE 35 (continued) = : 
| ae 4 . Individuals _ a 
.DUTIES = 6) “4 “No. a. { 
89 “Check lists: ‘of ‘materials for purchase “with a rs ba a ‘ 
card catalog. . ; ee a . «6 Bea? 
4 Maintain interlibrary Joan: records” , 5 . 5.4. « 
25 Check order cards with holdings ‘and/or ae Kt ; 
* outstanding orders a, 5.4 . 
‘83 Process book reserves * 5 us is 
‘3 Schedule shelf. reading ‘ 4A a3 
5 Mdintain checklists of “magazines me 4 4.3 
15 Check’ catalogs and shelf lists 1 for headings ee 4.3 : , 
20 Prepare material for binding : . 4 - 4.3 a 
. ¢ a 22 ‘Supervise order and appearance of 6 shelves 4 "4.3 _ 
2a Explain the arrangement of the library 4 4. 3 . e 
(55, Maintain cash records . 4: 4.3 
64 ‘Find “specific: books on the shelves, for patrons ae 4. 4.3 
- 66 ‘Repait worn out books or other worn library oe 
rad a, materials : 4 4.3 
2m ___87 . Count and record circulation statistics : 4 (4.3. 
| Ad Ready the circulation desk for day' s work be | x 3” 3.3 : / 
‘50 Type book cards and pockets. a 2; 3.3 
54 Make shelf list cards. 3° w 3.3, 
58 “Schedule and record loans of audio-visual materials 3 - 3.3 
67 Make posters oy 3 3.3 
85. Receive and record ‘fine money 3 i 
. 86 ‘Type orders. to dealers ia ale cee 
- 6 Inspect ‘books returned form bindery a 2 2.2 
74 Paste book plates, pockets, date slips in books 2 2d : 
79: Open and- collate new books. | Psa ae 2620 : 
80° Tssue overdue notices . | 2 2.2 
‘88 Type and verify filled book cards 2 /2.2 
3 Explain. lending rules’ . 7 : 1 ‘Ll 
11 Sor fy open oT distribute incoming : ‘mail wna packages i 1.1 
172 _ 7 _ - is fo 
. Qo. ee . Se | 
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toi TABLE 35° (cont iriued) 
oo ass ar ‘Individuals 
° - DUTIES © Noses. <°% 
se ee op 
— _ — aes = = = = = 3 : ~ = ; 
ag" cnecoee films or: “records ‘for wear or: damage go dad 
: . 38 Shelve books or ‘file pamphlets or other similar: ae 28 
: materials . ee 1_ > Sa 
48. Read’ shelves or files . a 1 de . 
57 Assist . in taking ‘pook. inventory oe |; 1.1 
. 59 Take inventories of supplies and equipment 1 1.1 
61° Letter and: label books 4. pie | ; 
ro 76 File order cards, / | “1 154, - 
8 Check out library materials to patrons i 0 0 
ai . Discharge books returned from circulation 0 0° 
" 51 Sort and file book charge records ' 0 0° 
52 Register new borrowers , 0 0 
Lo : 
\ fe 
f 
/ f / 
q 
4 = Ze . 
a 
5 
iy : i 
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“SKILLS “WHICH ARE TAUGHT. IN THE - - 
. LIBRARY TECHNICAL ASSISTANT 5 f 23 
aa — CURRLCULUM AT PASADENA. CITY COLLEGE. . © Me 


— — _ | DUTTES 
gy Classify pamphicts - 
rie Schedule ‘shelf. reading 
| 
\ 


aS “Explain lending «ules | 


4 “Maintain interlibrary Joan records 


wes 7s Maintain checklists: of. magazines 
and serials : . 


HP ap “Inspect books: teturned from bindery 
- 7 "Organize and maintain information files 
oe 8. ‘Cheek out library materials to patrons © 

ea oe 9 “Play dna supervise. book inventories - 


10. Arrange | bulletin. boards and displays. 


a | 

“11 ° Sort, open ‘or distribute incoming maid 
a and ‘packages ’ . 
s : "12 Check trade bibliographies for order 
= t information.’ , ok 

< » £37 Determine supplies. and equipment to be . 
purchased ; ; . 

‘i - on Ce Blan peek displays ait 26? 


Check. “catalogs and’ shelf lists for = 
Soe headings 


16 “Supervise sub-professional employees. 


% 


17 Train and instruct new clerical employees 

18 Plan ged conduct story ure ris 

19 Inspect films or records for wear or 
damage > 4 

Prepare’ “material for binding 

21 Revise ‘Edling. done by .cthers 


22 "Supervise order arc eppedrance of shelves 


23. File catalog cards : 
24 Explain the arrangement ag! the 1d brary 
25 Check order cards with hondsnae* ‘and/or 


outstanding 


orders 


“ae 
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AG 


Pa , 842, 3 J ; = ae oa + 9aiee? 


% : = | ae 
em Rs TABLE, 36 (continved) : 
eo ____ Course Numbers are 
Dues Bee teste: eee hee te = @ de 
muted Se dee ee ae LO Re ds 
rae titles for inclusion in book 4 , 7 ’ 
lists and bibliographies 
— ; 
weet, s mae 
a ane printed cards y . 
Y ee 30 Remove cards from catalog ‘and or x : Fe 
> List when withdrawing lost or worn out i 
: «materials | 
31 Di charge books returned ‘from ¢ircula- 
oom ee 32 Prepare ‘payrolls . ee aes | oe eee es ; 
33° Splice flim Sy Cee 8 hee SB EZ 
7 / 34 “Help readers: use the, card catalog |; / - ij ad 
ha Prepare statistical: reports,” -other.. ii = i 
ee, 4 7 than uae statistics = ---"" a 
36 Supervise pamphlet and. clipping files yf > oe 
. ~ 37 Revise| catalog cards typed by others r -_ 
"38" Shelve \books or file pamphiets or other | - “a 
-/similar, materials -.' fy ee 
; 39 Assign Cutter numbers - : a oF Vas . ! 
aor ween ee 40 —Plan- publlicity.. _programs_ ce ro en ee | a ee 7 a 
a "Al Ready, /the circulation ‘desk for day' s |. ae: 
Ny ~ work j ot 4 e Fig. 7 ; . | a 
at Ae: ‘Supervise student employees and pages i 4 : in 
43, Participate ! in’ ‘selecting « clerical state 
- 44 Be. in charge of a department, ‘such as | : | 
— circulation . . ote f 4 
AS " Supervige clerical workers “8 ‘ 
46. Coordinate work or partent~volunteens, Ln 4 
47 Select publicity materials , | ro rs 
48 | Read shelves or files . - _ x : - 
49 Prepare pamphlets: and clippings for : j : 
filing _ i 
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hoses 
350 Type book cards “9 pockets 
51/ Sort: and file book [charge records | 
ue 52° Register new borrowers _ 
a | 
(153 Process added copies and -new editions 


| 


54 Make helt list cards | 


155 Maintain cash records 4 


(56°: ‘Make ‘preliminary. Sejection of siiterials ; 
| ae binding : 


ae “Assist in taking book taventeey a 
8. ‘$chedule. and record 
“visual materials: | 


loans of dudio- 


9 Take: inventories of se aca and 
equipment’ a a 


0 Schedule classes int the’ 1b bear 


1 Letter. and label books 


Use indexes and catalogs. for locating 
detailed bibliographical information a 
for verifying book orders 


' Give, patrons fie weet 


Find specific books on the shelves. 
for patrons . 
9D | Supervise, shelving procédures’ 


a . 66 | Repair worn out books ior other worn \, | = 


library materials . my . MN 


B® a : 67, Make pester oy 


tion files os . | a ve 


supervision by a librarian, 
e 7 [participate in book selection “meetings 
72 lAnewer simple reference questions 


& 


730 Make indexes. of special materials 


* 
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* 89, Check, liste oF Materigie 2 for“ purchase * “ 


90 Prepare work, ‘and time ‘schedules: : 
re ‘Claim migéing ‘issties™ of” tiagazines™ — 
ot Verify ane approve Anvoices | oe, 
) i . ae 5 ge : a / 
a # 4 - es 
. a T ; 
ra) - itd 
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c) 
' 
x 
> 
we. 
tS 
a 
al 


is ; me. 
- a _ : mae z. : 
DUTIES’ oes a 

E A ye aa ae to — . 
ie Paste oe plates, pockets, ‘date slips an S 
in books: . 2 a : ei _ * a P x a 4: . 7 a oi *, 
75, Fype catalog ‘ards from main entry card. ‘s x ; ere 
16 File order cards‘ oy : i Ya @ a es - ae) 
99 Search for somnne trade bibliographical | ae are = 4 - . ; Ae es . 

, data . : we 5 a f : a ‘ 7 : rey ' s ' 
18 Operate,, audié-visual equipment? ap es a ee “~. 
“79 Open an@ collate new books - ee a ae en ee eed 7 a 
80’ _ Issue overdue, notices oo ger : 6 al ad 7 "he Aes a8 ae 


ESI ‘Supervise interlibrary “Toans’ i a |: 4 ip ; ai of ee 


82 ‘Follow up: on outstanding orders, ‘that 
ave not been: properly ‘filled Jods 


83 Process. book’ ‘reserves F 


= ' Verify. bibliographical, ‘data ‘for inter> 
library loans | : ee - 
85 Receive. ‘and record Fine money. Sah . 
86. ge orders | to dealers ek os 
87 count on, record circulation ‘statistics’ 


Type, and. verify filled’ book catds* .. sal 


with the card catalog, . 
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TAB) E 37 


KJBRARY TRCHNOLOGY CURKICULUM 


AT PASADENA CiTy COlEGE 


| 1975-15 


\ 


\ 
\ 


This curniculuin pienares students for technical posifions in all types Of hbrenes. 


Students desinng fo became professional libranans should follow the librananship 
recomimendztons. Students undeciced between professional anid non; pratessional 


Career’ shouid choose courses leading tc he Baccalaureate Degree. 


ALibrary C 


160. A Library Technical As 
cuniculum, of ifs equivalent. 


Nees spgery ESS eee 


Dept. Course Noa. 
Ls 4 

Lib 101 

See Sc 27 0105 
ee ™ / 
PE Act 

DAP 160 

Lib * 102 

Sec Se 116 7 
H Ed 24-H 


Dept. Course No. 
InSup °° = 

Lib 103 

Lib -110 

Sec Sc 14 

Sign * 146 

PE Act = 

Lib 104 

Lib 105 
Lib.--—----4 07>— —_ 


tees | 


a 


fF: hman Year 


Basic Liblary Piocedures 


Intreduction lo Library Service 


iad 


Typewriling * 

. *Neglural SQence, 

“searing Skills \ 

Physical Fdye ation Activily 

Digvtal Computers and 
Data Processing , 

Public Services 

Clencal Procedures 

Health Education 


° 


Sophemore Year 


**""Indusinal Supervision 
Technical Processes 
Instructional Medla 
Buphealing Processes 
Commeicial L eilering - 

**Amenican Government 
Physical Fducetion Activily 


» ***Blectives rr 


Cataloging Techniques 
Lituary Field Practice 
~ Audio-Visual Malerials 
* © *Humaniles” 
"Social Science 


"Or ability § io type 45 words per minute. 


**See requiremenis for ihe Ass' 


fein Ans Degree on 1 page 34 of this 


Clerk Cenilicete is given upon swecesstul cumplehan of al lees! 25 units, 


including Lib 1, 101, 102, 103, 104 and 105, plus ec’ Sc 27 o 105, 116, and DAP 
ecistant Certilicale is awarded lo Graduates of the Ivor year 


I 
a ‘3 
3: 
3° h 
3 3 
Yet Yao 
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‘3 
ees 
‘Wa% 14% 
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2. 
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. 3 
154 16% 
or 16° 17 


Bulletin. 


“**Recommended eleclives: Bus VA, 112,114, Eng! 1A: F Lang 172, Halh 1O1ABC, 402: Sec 


Se 117; Speech 1, 121, 124. / 
eee from In Sup 136, 138, 140, 154 oF 156. 
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lab 3 sien Required Ins 


KA CITY COLLEGE 


| LI ARY LECKNOLOGY COUR ‘SES OFFERED 


capodical and ch aio 
Pha dpucrs Gd ites 
‘Yio credit d taken ater Lib 101. 


atid eMeyG Cis 
eb and seedled ae & boss in fub.ecl teas 
Transtet Credit CSUC : 

iB 15. LI@RARY FUNOAMENTALS | - 9 \3 
\ ney organ avon Use ot ihe card cetalng and te Ceney Gecrral Cie 


and other inieacs, Gichonanes end encyciopetes Babes afd Gerencels, eae ans, Libliogra- 
iphes, handhooks and manue's, rererence books in spec.atzed subject flelds, History of Looks, 


WhGalion, penoccal 


and burales Biphographc foun and Jocinaies. Wo cred i tzhen eller Lib 1or lib 101, i 
Transtar Crean CSUC. UC pending -\ 

i 1 
LIB 70 INGE - PENDENT LISBARY STUDY ; 1 3 \ 


‘Aridi sat 7 OpnSlh eae IO the unidgeenaing and ublvalon at bn nienes and thew eSOUICES, 
lacully Gumegrces and drechon Prerequisve: Perms sion of Gepanmen chauman, Maxkmum 
credit 3 urits.;1 un cach semesiel. ; 

Tignsier Creat CSUC™ y : ; i ’ * 


i 
LIB 101 NTRODWCTION TO LISBAARY SLAVICE : 3 3 
Linrery be ae heat Vecanoues and termncfogy Clanshcanon systems, use o! cad 
heue rience backs Hetaty OF DOORS ano Wor ales 7 sathcatons ot Library Tectincal 


Cah 


Acestamts, Caree! Go unes, € mics and philcsupny. 5B giepme torm end fosingies Pres, 
eauiste: Enietinent ino compehor ollibd, ene ena’ | in lijrery Technology Prog! ‘am 

Cequlred insuucnoral ips Fall jeinesier, : = ; 

LIB 102 pustic services |! . 3° «Ss 


Circulation sysiems, reg’station of borrowers, overdue book roulines, computerization of opera~ 
lions, shelving and shell reading, eispiays ene d exhibits, office machines, Nol ary © design. Prerequi- 
site: Eniotimentin ar competion offip 107 Lecture 2hours,iab 3 met § Required inswuchonal 


\ups Spring semesier, : . ; me 
LIB 103. TECHNICAL PROCESSES 
Acquisition procedures, book preperation; pamphlet processing, -handiing ol stale textbooks; 
book repair, bindery preparation, Prerequisites: Lib 101 with minimum gtade of C anc Sec Sc 
27 or Salisiaclory Bcole on WPesrinnS les Lecture 2 hours, lap 3 hours Required instruchonal 


ips Fall semesier, 


‘Lipi04 CA ALOGING TECHNIQUES “ | 3 5 
non opg:alions for cataloging anc cleesification. Typing cziaiog cards fiom masier copy: 
loging simpte fiction; preparing enalyics, § ‘gh ell-nSiing, aesigning 2 aulnor numbe's, orcering 
‘pnnied cxias. Filing tules, indexing of documents 3 and jechnical reports; juparvision of subor- 
\diagies. Prerequisiles: Lib 107 wilh minimum grade ot C and Sec ae 27 of sausiaclory score 
on typewriting 1esl. Lecture 2 hows, las3 je Required insiivel: iinps Spring sem esler, 


iste 


ie 


LisiioS LISRARY FIELD PRACTICE 
Sunenis.ed work €s08NeAceé 1M sé! 
or completion of Lib 104, and 
keclure 1 nour, 7 hours of related work €e5 week. | 


tordiies. Prerequisites: Lid 102, Lib 103, enroliment in 
ani o! & units‘or mare including fiaid piaciice. 


LIB 107 " AUDIO: VISUAL MATERIALS a : : : 2 4 
Acquisnion procedures, Lega and cataloging, inventory, prepatation at materials for circyla- 
lion and use, booking and isi secures; fepam of Camaged raatenialg Lecture 1 hour, 


iq ‘ = a, 


» Mat 


‘LIB 7110 * INSTRUCTIONAL MEDI : ae ae 
Charagtenses, aovaniages and Iimialions ol Gdlerent We a5 ot instructional equipment and 


malenals, Of€ 2ialion ‘and care of motion picture projectors, § ie and fimstip projeciors,; opaque 
_ang overhead projeciors, at {ig and video recording sysiems, record prayers, migrolorm equip- 
“ment, ang selaied auxiliary equipment: Pieparalion of a wide vanely ol locall: -produted 1 media. 


110. hae eed ie ; 
- A eS 479 oa 


— : 


_ maigria!s. Leeture hour, lab 2 nouts. Required insiruelonal tips! No credit if taken alter IMT 
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Module 5: THE CARD CATALOG ~ Part 1 hi } 


I. Learning Objectives 


1. aoe student will be able to locate books in the library 
atalog by author, title and subject entry. 


2. The student will be able to correctly identify and explain 
the purpose of all elements on a catalog entry. 


The student will have a working knowledge of selected filing 
rules such as: initial articles are ignored in filing. 


lo 


4. Given a topic or list of topics, the student will be able tv ° 
accurately list the items found in the catalog on those topics. 


, 
e 


Il. Mistruct tons a 
4 “‘l, This study packet should contain ,this instruction sheet, five 
% a . . information sheets, a pre- and post-test and one ass gnment’. 


2. Read the information sheets. 


* 3.° Sources and Responses. 


e 


Read ‘Chapter 5 in Gates, JeanK. Guide to the Use of Books» 
.and Libraries, 3d.ed., McGraw-Hill, 1974. 
View the filmstrip “Classification and the Card Cataloa.* 
Frames 19~ 37.) ee / 
4. Take the pre-test. 
oe Complete ‘tthe assignment 


° 6. Place the completed assignment sheets in the "To Be Evaluated" 
box in Room A-104, 


eye : . Fe ‘Take the post- test end check the answers to determine your 
increased learning.. eae 


8, Begin work on Module 6: 


/ 448 
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Module 5: Information (cont'd) 
. oe: “y 
I. CATALOG CARDS 
As previously mentioned, there are usually three ways that a book 
is listed in the card catalog--by author, by title, and by subject. 
A. Author Card 
Cards which have the name of an author on the top line are : 
known aS author cards. These cards form a list of all of 
the books by a single author and contain the following 
_information. 
1.’ call number J i 10. . price of the book 
2. author's name 11. bibliographical note 
3. title of the book (12. subject heading tracing 
4. place of publication _ 13. title tracing 
. 5. publisher . 14. Library of Congress 
6. date of publication classification number 
7 ates -15. Dewey Decimal classi- 
« paging . fication number 
a ; ro 8. iA duet rations : 16. Library of Congress 
9. height of book in cen>imeters | card number 
1 2 3B 4 5 


= * 7 . ; 2 
: | | | ae 
OF Se 
; . f : 


a 
i 


. eS BF Sharp, Evelyn. | © es St i &s, 
Da, ; 43] The IQ cult. New York, Coward, McCann & Geoghegan 
; Su66 | tt972y ———___— —_— - a S 
’ mee 1§4 p, iius. 22Zen. $4 95 Se aT ren TED = : = aa — 10 


Fy hhography: p. 1$1-1$4. 


2 ieee a ——— 1. Mental tests. 4 Tithe, . — —— ae ae F 
= NFA. : -$53.93) — - 72-766 76————_-__-1€ 
; : ISHN 0 698-10300-9 © yo. se MARC oo 
& . 7 | z aa Liluary of Congress 7 
— : 5 
a * —= ? = 


i 
NO 


Lay 


Module 5: Information (cont inued) 


B. Title Card 
The title card contains the same information as the author card with 
the exception that the title of the book is typed above the author's 
name. Below is an example of a title card. 


The IQ cult 


431 ' Sharp,. Evelyn. 
fern The IQ cult. New York, Coward, McCann & 


HGR Geoghegan (1972) 
154 p. illus. 22cm. $5.95 
Bibliography:—p- 151-154 
% os 1. Mental tests. I. Title. 

BF431.8466 153.9'3 72-76676 

ISBN 0~698-10460~9 MARC 

Library of Congress "72 “ 

li a, | F ren . 
Cc. Subject Card | 


‘Subject cards contain the same information as the ‘author card with / 
.» the exception that the subject heading is -typed above the author's’ 
* name, SUBJECT CARDS ARE EASILY IDENTIFIED BECAUSE | ‘THE TOP LINE IS 
TYPED COMPLETELY IN CAPITAL LETTERS. If a book deals with more 
than a single subject, additional subject. cards may be used for. 
aa ; . the book. By looking under a subject heading in the card catalog, 
° a student can détermine which books the library has on a eaves sub- 
ject. Be low is an example: of a subject card. ‘ 


" MENTAL TESTS ~ 


* 


Sharp, Evelyn. 
31 The IQ cult. New York, Coward, McCann &, 
S466 meegueney (1972) — 

1£4 p. illus. 22 cm. $5.95 

Bibliography: p. 151-154. 


“* 1, Mental tests. JI. Title. 


BF 431.8466 —— —153.9'3 
* ISBN 0-698-10460-9 | 


Library of, Congress 72° 


150 
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Module 5: Information (continued) 
a 
D. Reference | Cards ° 
In addition to ‘author, title, and sun jeee cards, the card catalog 
-,also contains reference cards which refer from one form of name or 
subject heading to’ ‘another form. The following three exafiples 
illustrate the most common types of reference cards. 
_ Example 1: Reference from a well known form of author's 
_ name to the form used in the card catalog. 
’ Burgess, Anthony. 
; : ‘see 
Wilson, John Anthony Burgess, 1917-/ 
Example 2: Reference from a commonly-used term to -the ae : A 
subject heading used in the card catalog. ,‘ , 
AMERICAN HISTORY . 4% 
. see 
; \ 
U.S. - HISTORY ° 
j i . . : . . 
Example 3: Reference from one subject heading to a closely. 
related subject heading. © . &® 
, ‘ , : . fo 2 
. St et 7 ame ee 
DRUG ABUSE . “ 
: see also 7 
NARCOT a HABLT " 
« i- * = : rh 
ns : : fee a : 
; / 
nm = 


Z 
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Module 5: Information. (continued) | - | 
III. ARRANGEMENT OF CARDS 
In the card. catalog, cards are filed in rates order; 
there are, however, exceptions which should be noted: 
1. Disregard the articles a, an, the at the beginning 
"sof titles and other headings. . 
2. Names beginning with M' ‘and Me are filed: as if they 
were spelled Mac. 
3. Abbreviations are filed as if they were spelled out. 
4. Books by a person are filed before books about the person. 
5. Historical periods are filed chronologically. 
Iv. NON-BOOK MATERIALS 


‘In addition ‘to cards for books, the card ‘cabelas also contains" 
‘cards of non-book materials. Such materials can be easily iden= 


tified by the description on the catalog catlis and by .a note 
that says see the A-V catalog. 


a 7 2 _ ’ 


=? G n 
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*. Library 1 


Module 5: Pre-test 


Card Catalog = Interpretation of Information 


940.28 Hall, Walter Phelps, 1884-. 
- H18 The course of Europe since Waterloo, by Walter 
/ Phelps Hall and William Sterns Davis. Rev. ed. 
.New York, D. Appleton-Century Co., 1947. 
fe “ xviii, 1060 p. illus., maps, diagrs. 25cm. 
(Historical chronicles.) 


\ ‘ 
_"Reading list:" p. 1037-1060 


1. Europe—Hist.r-1789-1900. 2. Europe--- 
Hist.--20th cent..I. Davis, William. Sterns, 
1877-1930, joint author. II. Title. 


Identify the following information: 


1. Bibliography: _ 3 . 


\ 


a 


3. Key to location of book in library 


2. Edition: 


* e 


4. Name of Series tes | 


5. Joint author: 


6. This is an autHor card. . Under what other headings gould this book be | 


t 


found in the card catalog? . 
7. Who published the book? °° | a ee 


8. What is the date of publication? - es a as Saar _. 


9. -Is the book illustrated: _ ee ee _ es eee eee 


eee oe 7 


10. How many pages does thé book contain? 2 


“ll. “Is Hall.sta21 living? 


z 


7, . 186° | 


oF 
Pasadena City College : NAME: eer 
Library 1 : 
0 ae ee 
TIME TAKEN TO COMPLETE UNIT: ey TIME TAKEN TO COMPLETE 
a EXERCISE: eee 
/ : 
Moduie 5: THE CARD CATALOG = Part ! . 
Assignment 
il. List three ways of searching in the card catalog for materials. 
a ee? ee cP ee 
2. What is the call number for the book North from Mexico by Carey | / 
McWilliams? , , 
3; ‘What is the title of a book by Germaine Greer? 
4. Does the library have a book with the title Red China Today? 
5. List the place of publication, vibitehes snd date of pub‘ic ation for 
the book Erasmenks of the Century by Michael Harrington. 2 4 
Place to Publisher pose Date 
6. How many pages are . contained in the book The Natural World of San 
EESTEABEO, by Harold Gilliam? 
; . / 
7. List the subject heading for the book The Economics of Environmental 
Protection, by Donald N. Thompson. ; . & , : 
8. How-many. peers are, listed in the card Eateles under the. subject 
_Saseene WATER POLLUTION? 
“9. How many books are listed in the card catalog under: the subject 
eo, ee WATER BUDLULION eM 5.7 * 
save 
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Library 1 


Module 5: Assignment (continued) 


em 


13. 


If you are looking for books by QO. Henry in the card catalog, to 
what name are you referred. 


— a = — ——s 7 = = - - amen as 


If you look under the subject heading PORNOGRAPHY, to what subject 
headings are you directed? 


If you look under the subject Sxcaine MUNICIPAL UNIVERSITIES AND 
COLLEGES in the card catalog you will find several books listed, 
and you will find a card referring you to another related subject 


heading. What, is this related ia \ a 
. % . a 
List the following information for a book by Robert Kennedy : 
Call No. 7 _ - ‘ 
Title: _ ; . 
. ‘Place of Publication: = as 
Publication: ; _ 
Date of Publication: _ — 
Number. Ge Pagans: ese are Pa seer eee pee - 
Subje ect Mead ing: eee eee oe a 
0 ‘ 
° “a ae as “2 hs | 
188 5 pe ae 


é = 
Zz . , : : i \ 
Pasadena City College ~ TIME TO COMPLETE: _ : 
Library 1 ; 
! \ 
! ' 
rh 
| | 
Module 5: Post~-test -_ 
~ . Card Catalog. - interpretation of zs nform ation: 4 
: 2 mee —— - | 
940.28 ‘Hall, Walter Phelps, 1884- / 
H18 The course of Europe since Waterloo, by Walter 
Phelps Hall. and William Sterns Davis. Rev: ed. 
New York, D. ‘Appleton-Century Co., 1947. © 7 
xviii,-1060 p. illus., maps, diagrs. 25cm. 
- (Historical chronicles) 
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1877-1930, joint author. II. Title. ._ _ / 
Identify the following information: ; ' / 
: : ; J 
1. Bibliography: Sees eS f 
2. Edition: 2 
3 Key to ibéaeton of book in | brary! a , 
Be Name of. series: : i 
@ ; 
"Se «Joint author! _ > : , : : —_ +} 
1 a / 
6. This is an author card.: Under what, other headings could this book < Fs 
be’ found in the card catalog? La 5 
oe - = <a e SS 7 | “ 
7. “Who published the book? _ ee or an 
; 6” tye de Phe date of pullitearion?. 0. 
2 9, Is the book illustrated? __ - é ee, | eer 
10. How ‘many pages does. the book: contain? _ : » 4 ee: aenerene 
. pes ; a a SRS -. / Fa Race * ; = 
11. ° Is ‘Hall still living?” Pe PE eae te ee 
. 7 - y ae ‘ 
189 a 
. 5 ; . tS : , 7 ; si 7 
ei _ ; - ee = 
on ae : 


W 


Sylvia Nadene Green, born in Log Angeles, California in 1935, is 


currently Head of the Department of pabedey “laptaughion at Pasadena City , 


College Library. She joined the staff in 1964 as° Abeaey: Technology “, 
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Instructor/Librarian. - : ao oe 


She graduated from West Virginia State co1itege where she re- 


weed her bachelor's degree in Soetology ‘in 1958. She then obtained a 
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Master of Arts. in Library neaence from Atlante University’ in) 1960. She a 
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', did further are -work ‘at Immaculate. Heart college 3 and’ ‘the University 


ee of Southedn Califo 
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‘Before ‘tobching « at Pasadena City College she’ served © as a Young ° 
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. Adult Librarian fbr divas years at Los Angeles Public, eT She ee 


lives with her cajeree, Tiffany, sad son, James, in Los Angeles, 


i 
ai af * . . 
‘ . ‘ * + me se | co ® n 


-,. “california. me oo | a ae 7 


